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Preface 


Tell me and I forget. Teach me and I remember. Involve me and I learn. 

— Benjamin Franklin 

To enable children learn with ease, it’s important to involve them and make learning enjoyable. It is often felt 
that children nowadays are tech-savvy (or rather gadget-savvy). But at the same time, we need to also ensure 
that they become familiar with the know-how of the technology. SmartByte, a new course in computer 
science designed for classes 1 to 8, lets them learn the concepts behind the technology and apply them. To 
make learning more engaging, it seamlessly integrates other subjects with computer science. It has a learner- 
centric practice-oriented approach and includes up-to-date developments. 

The course emphasizes on the tools and their uses which will help learners explore, comprehend, and apply 
rather than the user-manual approach followed in most computer science books. It covers open-source 
software programs, such as Tux Paint, Scratch, Python, GIMP, and Synfig, to provide children ample scope 
to experiment with computer programs. 

The salient features of the course are as follows: 

• Remember —a simple fact that learners should remember 

• Quick Tip —an alternative or short method to do an activity 

• Did You Know —an additional piece of information related to a topic 

• Checkpoint —in-text questions to assess the learner’s understanding 

• Quick Learn —a short activity linking a concept to its application 

• Key Terms —list of important terms 

• Project —activities to encourage application of the concepts in real-life situations and link computer 

science to other subjects 

• Lab Activity —activities to enhance learning by doing 

• Explore More —gives learners opportunities to go beyond the textbook 

• Notes for the Teacher —useful tips for the teacher 

The course is supplemented with comprehensive teacher’s manuals with teaching aids to facilitate classroom 
transactions. Further, an easy-to-use learning app provides children support material and gives them instant 
access to learning and assessment resources. 

The course will surely help children assimilate the concepts with ease and make learning of computer science 
enjoyable. 



Key Features 


Remember 

On the Zoom Slider, 
you can increase the 
view size by clicking 
on (+) and decrease 
the view size by 
clicking on (-). 


A useful, simple fact that 
learners should remember 


An additional piece of 
information related to a topic 


| # Did You Know? 

The touch-enabled 
devices have a touch 
sensor over the glass 
screen. It helps the 
user to give input. 




r 

An alternative or short 

M rs * 

Tte' Pm, 

method to do an activity 


Quick Learn 

There are various 
stamps of animals 
under the Stamp 
tool. Sort them 
into herbivores, 
carnivores, and 
omnivores. 


A short activity linking a 
concept to its application 



Quick Tip 

Remember the following 
keyboard shortcuts— 
Align Left: Ctrl + L 
Center: Ctrl + E 
Align Right: Ctrl + R 
Justify: Ctrl + J 



Complete the following table by writing the task or 
keyboard shortcut. 


Task Keyboard Shortcut 

To open a new file 



Ctrl + O 

To save a file 


To close the file 



Ctrl + P 




In-text questions to assess 
learners’ understanding 





























Font 


Formatting 

Highlighting 

Alignment 

_ 


-A 


A set of characters, numbers, or symbols 
designed in a particular style with a given size 

Changing the appearance of the text in a 
document 

Adding a coloured background to the selected 
text 


List of important 
terms 

_ ? 


A way of positioning the text along the left and 
right margins 


Application-based Questions 




1. Saira's father is a software engineer. He has a laptop that 
has run out of the storage space. How can he increase the 
storage space? Which device(s) can he connect to do so? 


I ” 

Assignments to check 
the application of the 
concepts taught 




' > 

Enhances learning by doing 

v_ ) 


Lab Activity . 

1. Draw the water cycle using different tools and colours in 
Tux Paint. 

2. Create a scene of any place, such as a market, 
playground, or garden in Tux Paint. You can use the 
combination of various tools. Label the things you have 
drawn. 


Project ►. • 

1. Given below are some machines. Write the input, processing, 
and output stages of the following machines. Collect the 
pictures of these machines from newspapers or magazines 
and paste them on a chart paper. 

a) Washing machine b) Calculator c) Music System 
d) Sharpener e) Toaster 


Useful tips for the teacher 


Encourages application 
of concepts in real-life 
situations and links 
computer science with 
other subjects 


Notes for the Teacher 

> Encourage students to write paragraphs on different subjects in Word. 

> Demonstrate how to cut, copy, and paste text and how it saves time. 
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How Does a Computer Work? 



After going through this chapter, you will be 
able to— 


define the IPO cycle and 
explain how a computer works. 



It is Sunday. Azmat has just finished reading the storybook 365 Moral Stories. 'I want 
another storybook,' he murmurs. 

'Let me ask my parents,' he says. He goes to his mom and tells her that he wants 
another storybook. His mom and dad plan to take him to a bookstore in the evening. 
Azmat gets ready and he is all set to go to the bookstore. His mom tells him to find the 
book he wants on his own. 

Azmat says, 'I want to buy this book, Mom.' 

'Fine, you can go and pay for it', replies his 
mother. 

Azmat goes to the cash counter, and his father 
pays for the book. The family is back home. 

Azmat is excited. He shows his new book to his 
elder sister. 

'Look Shabana! I have got this book,' says Azmat. 

'This looks interesting. I will also read it,' says Shabana. 

'But I will read it first,' Azmat tells Shabana. 

'Okay! Okay! You can,' says Shabana. 






























Let us see the activities that take place in a stepwise manner. 

Step 1: Azmat goes to the bookstore. 

Step 2: He looks for some storybooks. 

Step 3: He picks up a book. It costs ?250. He plans to buy it. 

Step 4: After selecting the book, he goes to the counter to pay for the book. 

Step 5: The salesperson gives him the bill. 

Step 6: Azmat asks his father to pay the amount. 

Step 7: The salesperson then gives him the book. 

Now the above steps can be broadly categorized into these major stages—input, 
processing, output, and storage. 


Input 


Processing 


Output 

Azmat selects the 


The shopkeeper 


The shopkeeper gives 

book and goes to the 

W 

generates the bill and 

-► 

him the book. 

counter. 


Azmat pays him the 





i amount. ; 




Storage 

The shopkeeper stores 
a copy of the bill. 


IPO (Input-Processing-Output) Cycle 


A computer also follows an input-processing-output cycle. 
When a computer is given a task, it performs the following 
functions. 

• Accepts input from the user 

The instructions entered into a computer are called input. 
Keyboard and mouse help us to enter input to the computer. 

• Processes the input 

The CPU works on the data to convert it into meaningful 
information. This is known as processing. 



Quick Learn 



Write two more 
examples from real 
life depicting input, 
processing, and 
output stages. 

























• Produces the output 

After the data is processed, the computer displays the 
results. This is called the output. The monitor displays the 
output. 

• Stores the data 

A computer also stores the data as per the requirement 
while processing it. The CPU has a storage unit, called 
hard disk, which is used to store the data. 


Did You Know? ] 

The touch-enabled 
devices have a touch 
sensor over the glass 
screen. It helps the 
user to give input. 




Did You Know? 

Our brain works as the 
CPU. For example, when 
we hear something, 
our brain processes it 
and then we are able to 
identify the sound and 
produce the appropriate 
output. 



Fig. 1.1 Input-Processing-Output cycle 

Thus, a computer takes in some raw data and processes it to produce meaningful 
information. The simple facts and figures are known as data. 


Checkpoint 



Processing 


Complete the block diagram. 












































Examples of IPO Cycle in Real Life 

It is time for summer holidays. Azmat and his family are going to their hometown. They 
stop at a dam, which is on the way to their hometown. 

'Look, that's so big! What is that?' asks Azmat to his father, Mr Sharma. 

'That's a dam. It is where electricity is produced.' replies Mr Sharma. 

'How is it produced, Dad?' asks Shabana. 

'Let us go in there. I will explain to you', says Mr Sharma. 



Mr Sharma explains to Shabana and Azmat, 'Look at those gates of the dam. These 
gates are opened for some time. The water then flows at a very high speed. The 
flowing water has a high energy. Thus, it rotates the turbine. A turbine is a machine that 
is connected to an electric generator that produces electricity.' 

Both Shabana and Azmat find this information quite interesting. 

Now you also know how electricity is produced. Can you list down the input, 
processing, and output stages? 

Let us go through some more examples of the IPO cycle that Azmat observes in his daily 
life. 








Preparing banana shake 


INPUT 



Banana, sugar, and milk 

Germination of seeds 
INPUT 



Seeds 


PROCESSING 



Blending 


PROCESSING 



Sunlight, air, and water 


OUTPUT 



Banana shake 


OUTPUT 

TT 

Sapling 


One more example from our real life is studying. 
Taking help from our teacher or reading from a 
textbook is input, understanding the concepts 
is processing, memorizing them is storage, and 
applying the concepts to solve questions is output. 


Did You Know? 

If you enter wrong input into 
a computer, it will produce 
the wrong output. This is 
known as GIGO (garbage in, 
garbage out). 


















Checkpoint 



Answer the following questions. 

1. Write any two input devices. 

2. What is processing? 

3. Write any three output devices? 

4. What does 'I' stand for in 'IPO'? 


K 


"A 


Data 

Information 

Input 


Processing 

Output 


A collection of facts 
The processed form of data 

The process of entering data and programs into a computer 
system 

The process of conversion from input to output 
The result obtained after processing the data 


Recap 

• A computer follows the IPO cycle. 

• A computer cannot think on its own. We need to give instructions to it. 

• A CPU is responsible for processing the data given by the user. 

• An ALU performs arithmetic and logical calculations. 
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Exercise 


4T 

i. 


A. Choose the correct options. 


1. Which of the following is an input device? 

a) Monitor b) Keyboard c) CD d) Hard disk 


2. Which of the following devices is used for storing data? 

a) CPU b) Keyboard c) Hard disk d) Monitor 


3. Which of the following devices displays the output? 

a) CPU b) Keyboard c) Hard disk d) Monitor 


4. What does 'O' represent in the term 'IPO'? 

a) Other b) Order c) Output d) Option 


5. Which of the following is the processing device? 

a) CPU b) Keyboard c) Mouse d) Monitor 


B. Write T for true or F for false. 

1. The CPU is responsible for processing the data. : : 

2. The data given to a computer is called output. i i 

S./ 

3. The hard disk does the processing. i : 

. 

/". 

4. The mouse is used to give input. : : 

5. The letter I in IPO stands for information. i : 

C. Fill in the blanks. 

ALU CPU cabinet processing data processing 

1. Information is the processed form of_, which helps us in reaching a 

conclusion. 

2. The conversion from input to output is known as_. 

3. An_performs arithmetic and logical calculations. 


j 















4. The letter P in IPO stands for_. 

5. A hard disk is present inside the_. 

D. Answer the following questions. 

1. Define the term'input'. 

2. What is processing? 

3. What is an IPO cycle? Explain with help of a flow diagram. 

4. How does a computer work? 

5. Name any two devices used for providing input to a computer. 

Application-based Questions . 

Given below are the images of computer devices. Arrange these images to depict the 
IPO cycle. 



Lab Activity . 

1. Open Paint and draw the IPO cycle. Save your drawing with your name. 

Input -► Processing -► Output 

I t 

Storage 

Make a list of all the tools you have used. 

2. Make a list of all the input, processing, and output devices being used in your 
computer lab. 
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Project . 

1. Given below are some machines. Write the input, processing, and output stages of 
the following machines. Collect the pictures of these machines from newspapers or 
magazines and paste them on a sheet of chart paper. 

a) Washing machine 

b) Calculator 

c) Music System 

d) Sharpener 

e) Toaster 

2. Shabana, Azmat, and Asif are playing a game 'In and Out'. Shabana and Azmat have 
listed the input and output as shown below. 


Input 

Output 

1 

3 

3 

9 

4 

12 

6 

18 


Now Asif has to guess the rule for finding the output of a given input. Help Asif in 
guessing the rule. 

You can also make your own games and play with your friends. 

Explore More . 


How does a car run? Identify and list down the input, processing, and output activities. 

Work Wisely . 


Always be careful while giving input to a computer to get the correct output. A wrong 
input leads to a wrong output. 


Notes for the Teacher 


> Take students to the computer lab, school office, accounts division, and other places in 
the school where computers are used. 

> Conduct a discussion in the class on the IPO cycle by giving more real-life examples. 






















Hardware and SoFtware 



After going 
able to— 


through this chapter, you 


categorize the computer components into 
hardware and software and 

compare system software and application 
software. 



Mehul has come to a dentist's clinic with his father. His father is having a bad 
toothache. The doctor tells his father that he will get an X-ray done. 

Mehul asks, 'What does an X-ray mean, Dad?' 

His father tells him that it is used to view 
the inside of our body. 



Mehul then asks, 'How is an X-ray done?' 

The doctor tells him that there is a 
machine, called an X-ray machine, which is 
used to get the X-ray images. Mehul gets 
up quickly to see the dental X-ray machine. 

Mehul and his father are back home. 

Mehul starts reading a chapter about 
different parts of a computer. The chapter 
begins with highlighting the point that every machine has different parts and these 
work together to give an output. It makes him recall how the X-ray machine was 
working when he visited the dental clinic in the morning. 
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A computer has many parts that work together to perform a task. These parts together 
make a computer system. 

All the parts of a computer system can be classified as follows— 

1. Hardware 

2. Software 

Hardware 

All the physical parts of a computer that you can touch are called hardware. Monitor, 
keyboard, mouse, printer, speaker, pen drive, CD, DVD, and microphone are some 
examples of hardware. 

The computer hardware is further classified into four groups—input units, output units, 
processing units, and storage devices. 

Input Devices 

The devices that are used to enter the data into a computer are called input devices. 
These devices are used to input words, numbers, sounds, and pictures into a computer. 
Keyboard, mouse, scanner, microphone, webcam, trackball, light pen, microphone, 
digital camera, and joystick are some examples of input devices. 

Mehul has now understood what hardware and input devices are. He turns over the 
page and sees that many examples are given. He continues to read the book. 

Trackball 

A trackball has the same functions as a mouse. It is similar to a mouse, but the ball is on 
its top. 

Joystick 

A joystick is used to control the movement of the cursor. It is used for playing games on 
a computer. 



Trackball 


Joystick 






Microphone 

A microphone is used to record our voice and input other sounds into the computer. 


Scanner 

A scanner is used to transfer graphics (photographs and pictures) and text into the 
computer. 



Microphone 


Scanner 


Webcam 

A webcam, also called a web camera, helps a person to video call with another person 
through computers that are connected to each other over a network (the internet). 
Most of the laptops come with a built-in web camera. 



Webcam 


Graphics Tablet 

A graphics tablet is a flat rectangular pad. A special pen, called a stylus, is used to draw 
graphics on this pad. Whatever is drawn on to the pad can be seen on a monitor. 
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Mehul now goes through the checkpoint and quickly solves the questions given under 
the Checkpoint section. 



Checkpoint 


Match the devices with their functions. 



To click on an object 



To type numbers 


* 

To play games 

* 


For video calling 



To input sound 

/ 


To input graphics 

L 


'It's time to play, Mehul,' says his friend Aakash. Mehul plans to read the remaining 
chapter later. Both Mehul and Aakash go to Sanya's house to play. 

Processing Device 

Sanya's computer has stopped working. Her father has called a computer repairman. 
He took out the CPU cabinet and opened it. 

'Look at all the parts in the CPU cabinet,' Sanya says to Mehul and Aakash. 

'Do you know what are those?' Mehul asks Sanya. 
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'No, Mehul,' replies Sanya. 

Sanya now shares the following information with Mehul and Aakash. 

The device that transforms input into output is called a processing device. The CPU 
(central processing unit) or the processor is the processing device of the computer. It is 
also known as the brain of the computer. 

Sanya asks her father, 'Can you tell us about those parts?' 

'Yes, sure!,' replies Sanya's father. 

Motherboard 

Sanya's father says, 'Look at this board. It is the main circuit 
board that holds the parts like processor and power supply. 

It has connectors for other devices, such as hard disk, to 
connect to it.' 

'What is this called, Uncle?' asks Aakash. 

'It is called the motherboard,' replies 
Sanya's father. 



CPU chip 


Motherboard 

He shows to the children a small chip, 

and tells them that it is called the processor. It is the one that is 
known as the CPU and is contained inside the CPU cabinet. 



Power Supply 

Sanya's father continues to tell the children more. He shows 
them a box and explains, 'This unit in the CPU cabinet converts 
the power from the external source to the type of power 
needed by the computer. It is called power supply box.' 

Hard Disk 

'And what is that, Uncle?' Mehul asks pointing to one of the 
parts. 

'That's a hard disk, Mehul. It works as a fixed storage for the 
computer. When you save any data on the computer, it is stored 
in this hard disk. The data is permanently stored, until you 
delete it,' explains Sanya's father. 



Power supply box 
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Hard disk 








Output Devices 

It is Tuesday. Sanya, Mehul, and Aakash are sitting in their computer lab. Their teacher 
Ms Sarkar, is talking about output devices. 

She tells the class that the devices used to display the output are called output 
devices. These devices can display, print, or transmit the results from the computer's 
memory. 

Ms Sarkar then starts showing and explaining the functions of the devices one by one. 


Monitor 

A monitor is the most common output device. It displays pictures, 
text, and videos. 

Printer 



Monitor 


A printer produces the output on a sheet of paper. The printed 
output is known as a hard copy. There are many types of 
printers. Some common printers are dot-matrix, ink-jet, and laser 
printers. 

Plotter 



Printer 


A plotter is a large printer used to print large drawings, maps, 
banners, and posters. The plotter is used by scientists, engineers, 
architects, and professionals. 



Projector 

A projector is a device that is used to project the output from a 
computer on a screen or wall. It performs the same function that a 
monitor does but on a larger screen. A projector is used to project 
images and videos. 


Plotter 



Projector 


Speakers and Headphones 

Speakers and headphones are used to listen to the audio output. 

u n 

Speakers Headphones 
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Storage Devices 

Ms Sarkar now deals with the next topic, which is storage 
devices. She asks the children if they know what storage 
devices are. 

Mehul quickly raises his hand and tells his teacher that 
the devices that are used to store information are called 
storage devices. These devices hold data, even when the 
computer is turned off. 

Ms Sarkar asks, 'Can you name any storage device?' 


Quick Learn 

Identify the input 
and output in 
generating a bill using 
a barcode reader. 



'Yes, Ma'am! Hard disk is a storage device,' replies Mehul. 
'Well done, Mehul!' Ms Sarkar applauds Mehul. 

She then continues to explain some more storage devices. 


External Hard Drive 

An external hard drive is the same as a hard disk. The only 
difference is that it is attached outside the system unit. It is a 
portable storage device and can be attached to a computer 
through a USB or FireWire connection, or wirelessly. 

Pen Drive 



It is a small bar-shaped storage device used to store a large 
amount of data. It is easier to use and carry as it is a portable 
device. It is also called a thumb drive or flash drive. 



CD and DVD 


Pen drive 


CD stands for Compact Disc and DVD stands for Digital Video Disc. 
These are widely used for storing and viewing films. A DVD can store 
more data than a CD. 

Now Ms Sarkar asks the class a few questions. 



IS 


DVD 








Write three examples of each of the following— 

Input devices 


Output devices 


Storage devices 


Software 

Mehul can now categorize the input, output, processing, and storage devices in a 
computer. He also knows that these are all the hardware components. Now he is going 
through the topic on Software in his computer science book. 

Software is a set of instructions or programs that tell a computer what to do. It directs the 
computer to perform a specific action. A hardware unit cannot function without software. 
Windows, Paint, Notepad, Tux Paint, macOS, and WordPad are examples of software. 

Software can be further classified into two types: 

1. System Software 

2. Application Software 

System Software 

System software controls the working of a computer. It manages all the input and 
output operations of a computer. It provides a platform to run application software. 

An operating system that comes installed within a computer is a type of system 
software. Windows, MS-DOS (Microsoft Disk Operating System), Linux, UNIX, and 
macOS are some common operating systems. 
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Some of the main functions of an operating system are as follows— 

• It controls the working of all the input and output devices. 

• It helps to run the application software on the computer. 

• It controls all the storage operations. 

Application Software 

Application software is used to perform specific tasks. It cannot run without system 
software. It needs to be installed on a computer before use. MS Office, Paint, Tux paint, 
WordPad are some application software. 

Mehul now checks his understanding by completing the questions given below. 



Answer the following questions. 

1. Write the names of a few apps that run on smartphones. 

2. List a few examples of application software. 

3. Sort the given names into application software and system software. 


Linux Notepad MS Word MS Paint 


Comparison Between Hardware and Software 

Mehul now writes the comparison between hardware and software. He makes a table 
and writes down the points. This is what he has written. 


Hardware 


Software 


1. It is the physical part of a computer. 


It is the set of instructions that help 
us to run a computer. 


2. Hardware can be touched. 


Software cannot be touched. 


3. Hardware cannot work without 
software. 


Software cannot work without 
hardware. 


4. Hardware can be repaired or replaced 
if it is damaged. 


Software is reinstalled if it is 
damaged. 
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Hardware 
Input devices 
Processing device 
Output devices 
Storage devices 
Motherboard 


Software 
System software 

Application software 

V_ 


-\ 


The physical parts of a computer that you can touch 
The devices that are used to input the data in a computer 
The device that transforms the input into output 
The devices that are used to take output from a computer 
The devices that store the data 

A circuit board that has connections to connect other 
devices to it 

A set of instructions that tells a computer what to do 
Software designed to work with the computer hardware 
Software used to perform specific tasks 

___ J 


Recap - 

• The parts of a computer system can be classified as hardware and software. 

• Keyboard, mouse, printer, scanner, and monitor are a few examples of hardware 
devices. 

• Windows, macOS, Notepad, and Tux Paint are some examples of software. 

• A CPU is also known as the processor. It is a small chip that is located inside the 
CPU cabinet. 

• A CPU cabinet also contains a power supply box and a hard disk. 

• A hard disk is usually fixed inside the CPU cabinet. It works as a fixed storage for 
the computer. 

• A pen drive is a small bar-shaped storage device used to store a large amount of data. 

• A set of programs or instructions that control the functioning of hardware is known 
as software. 

• Windows, MS-DOS (Microsoft Disk Operating System), Linux, UNIX, and macOS 
are some common operating systems. 

• Application software programs are used to perform specific tasks. 

• MS Office, Paint, Tux paint, Photoshop, and WordPad are some examples of 
application software. 
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Exercise 


A. Choose the correct options. 


Which of the following 

is not an input device? 

a) Card reader 

b) Scanner 

c) Plotter 

d) Webcam 

This device is used to input sound. 

a) Light pen 

b) Microphone 

c) Webcam 

d) Graphics tablet 

It is a circuit board that connects other devices to it. 

a) Motherboard 

b) Hard disk 

c) Power supply 

d) Graphics tablet 

Which of the following 

is not found inside a CPU cabinet? 

a) Pen drive 

b) Motherboard 

c) Hard disk 

d) Power supply box 

Which of the following parts of a CPU cabinet stores data permanently? 

a) Hard disk 

b) Processor 

c) Power supply box 

d) None of these 


B. Fill in the blanks. 

instructions system data printer projector mouse 

1. A_is called a pointing device. 

2. A_produces the output on a sheet of paper. 

3. A_is used to project the output from a computer on a screen or wall. 

4. A CPU processes_and_given by the user and forwards it 

to output devices. 

5. Application software cannot run without_software. 
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C. Write T for true or F for false. 

1. A trackball has the same functions as a mouse. 

2. Speakers and headphones are used to listen to the audio output. 

3. A CD can store more data than a DVD. 

4. Windows and macOS are some common application software programs. 

5. A light pen is an output device. 

D. Identify and label the following pictures. 




E. Answer the following questions. 

1. What are input devices? Give examples. 

2. List any five output devices. 

3. Define the term 'software'. 

4. What is the use of storage devices in a computer? 

5. Differentiate between the following— 

a) Hardware and software 

b) System software and application software 




























Application-based Questions 


1. Saira's father is a software engineer. He has a laptop that has run out of the 
storage space. How can he increase the storage space? Which device(s) can he 
connect to do so? 


2. Ranjit's mother is a home interior decorator. She has created some designs for 
Ranjit's best friend's house. She wants to share those designs with Ranjit's friend. 
Make a list of devices she can use to do so. 


3. Observe and identify the object shown alongside. 
Also, name some of its components. 

4. While working on her father's laptop, Apoorva 
noticed that it ran on Windows 10. Also, Tux 
Paint window was opened. Identify both types of 
software programs. 



Lab Activity . 

1. Visit your computer lab and find out which hardware and software are used 
there. List down the names of the following— 

• Input devices 

• Output devices 

• Storage devices 

• Application software 

2. Find out the processor used in the computer in your lab. Take the help of your 
teacher to learn the steps. 


Project . 

1. Make a mind map on computer system on an A4 size sheet of paper and 
present it to your class. You can also use pictures of different parts of a 
computer on the mind map. 

2. Prepare a Word document and list down the names of some apps that run on smart 
watches. Save the document and format it using as many features as you can. 
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3. Choose any one device from the given devices. 

• Washing machine 

• Tablet 

• Air conditioner 

Write about the following points: 

a) Different parts of the device 

b) Functions of the major parts of the device 

Note: You can find the information about these devices from their brochures 
or manuals. 

Explore More . 

• Find out how the size of the CPU has evolved. 

• Find out the slots on the CPU for connecting the various input, output, and 
storage devices. 

Work Wisely . 

• Do not touch any internal hardware device when the computer is ON. You can 
get an electrical shock. 

• Never use pirated software (Software piracy refers to the illegal copying, use, 
and distribution of the software.) It is against the law. Also, it may damage the 
computer. 

Notes for the Teacher 

> Show the different hardware devices to the students in the computer lab. 
Explain the function of each device to them. 

> Show to the students how system software starts and helps the other 
application software to do some specific tasks. 

> Demonstrate how to view the details of the processor and hard disk. 
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Introduction to Windows 10 



After going through this chapter, you will be 
able to— 

• define operating system; 

outline the features of Windows 10; 

change the desktop background and screen saver; 
and 

explore the components of the Taskbar. 


Hridhan visits his best friend Arshad. Arshad is playing with his remote-control car. He 
got this car as his birthday gift. He gives the car to Hridhan to play. Both of them are 
enjoying playing with the car. 

Hridhan asks Arshad, 'Do you know how this 
car runs?' 

Arshad replies, 'Yes, it runs with a remote.' 

'But how does it control the car?' Hridhan asks 
further. 

Both of them are not able to get an answer. 

They go to Arshad's grandfather and ask the 
same question. He tells them that a remote- 
control car has a transmitter, receiver, motor, 
and power source. The power source is the 
cell(s) you use. The transmitter is the remote. 

When you press any button on the remote, 





















it sends out some signals to the car. The receiver in the car receives those signals. It 
is a board (inside the car) that receives signals through the antenna on the car. It then 
activates the motor inside the car. This motor moves the car and turns its wheels. 

Hridhan and Arshad are excited after learning how their car works. 

'Let us play the word game on the computer, Arshad,' says Hridhan. They move 
towards their computer. Hridhan's grandfather also comes along. 

'I want to listen to a song. Can I play the song while playing the game?' asks Hridhan. 

'Yes, you can. You can even do more than two tasks at the same time,' replies 
grandfather. 

'But how is it possible?' asks Hridhan. 

The grandfather tells them that it is an operating system that manages all these actions. 
You can do many tasks at the same time, such as— 

• listen to songs, 

• draw on the computer, and 

• solve sums. 

He further adds, 'It also manages all the input and output operations of a computer. It 
also provides a platform to run application software. You cannot play a game or listen 
to a song, if there is no operating system (OS) on the computer.' 

He then lists some examples of operating systems. 

• Windows 

• Linux (Ubuntu and Redhat) 

• Mac OS 


Desktop 

Hridhan switches on the computer. 

'Why is it taking so much time?' asks Arshad. 
The grandfather replies, 'This is because the 
computer follows some sequence of actions 
to get started. This process is called booting 
Once the computer is booted, you will see a 
screen with some small pictures. This screen 
is called the desktop. The desktop has two 
important parts—icons and Taskbar.' 



Did You Know? 

The first version of Windows was 
released on 20 November 1985. 

It was named Windows 1.0. Since 
then, different versions such as 
Windows 98, Windows 2000, 
Windows 7, and Windows 8 were 
released. Windows 10 is the latest 
of all these. 
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Fig. 3.1 Desktop window 


-Desktop 


-Taskbar 


Quick Tip 

To deselect an 
icon, click on an 
empty area on the 
desktop. 



Icons 

The grandfather now shows them some small pictures on 
the desktop. He tells them that these are called icons. 

These represent an object or a program. You can select 
an icon by clicking on it. 

Selecting Adjacent and Non-adjacent Icons 

Arshad clicks on the 'Recycle Bin' icon. It gets selected. 

He then double-clicks on the icon to see what happens. The Recycle Bin opens. 

The grandfather tells them, 'You can select adjacent and non-adjacent icons together. 
Let me explain the steps to you.' 

He then explains the steps as described below. 

• To select the adjacent icons, click on the first icon. Hold down the Shift key and 
click on the last icon to be selected. Release the Shift key when you are done. 

• To select non-adjacent icons, hold down the Ctrl key. Click on all the icons one by 
one. When you are done, release the Ctrl key. 


Sorting the Icons 

The grandfather arranges the icons on the desktop according to their names. The icons 
get shuffled and are sorted by their names. 

'How did you do that?' asks Hridhan. 

The grandfather tells them, 'You can arrange the icons on the desktop according to 
their names, sizes, item types, and dates modified. To begin with, right-click on a blank 
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area of the desktop. From the context menu, point to the Sort by option. You will see 
four options— Name, Size, Item type, and Date modified. Select the desired option.' 



Fig. 3.2 Sort by option 


Quick Learn 

Sort the icons 
on the desktop by 
their sizes. 



Hiding the Desktop Icons 


I he grandfather says, It you do not want to 
keep too many icons on the desktop, you can 
hide them anytime you want. Right-click on 
an empty area on the desktop and hover the 
mouse over the View option. Click on Show 
desktop icons. The icons will disappear from 
the desktop.' 

Arshad then hides the icons on the desktop. 
'How will they appear back on the desktop?' 
asks Hridhan. 

Arshad clicks the Show desktop icons option 
screen. 


View 

> 


Large icons 

Sort by 

> 

■ 

Medium icons 

Refresh 



Small icons 

Paste 



Auto arrange icons 

Paste shortcut 



Align icons to grid 

Undo Rename 

Ctrl+Z 


Show desktop icons 

Intel® Graphics Settings 
^3 SVN Checkout... 
TortoiseSVN 

> 



New 

> 



fj3 Display settings 




^ Personalize 





Fig. 3.3 Show desktop icons option 
. All the icons appear back on the 


Note: When there is a tick {/) in front of the Show desktop icons option, the icons will 
appear on the screen. You can also increase the size of the icons. 


Taskbar 

The children observe the horizontal bar at the bottom of the desktop. 
'This is the Taskbar,' says the grandfather, 'It has four main sections'. 

• Start button 

• Search box (Cortana) 






























• Taskbar buttons 

• Notification area 


Start Button 

Arshad points to a small button located at 
the leftmost corner of the taskbar. He tells 
the grandfather, 'It is the Start button Q. 

It opens the Start menu.' 

'What does it do?' asks grandfather. 

Arshad says, 'I can restart my computer. 

I can shut down my computer when I am 
done.' 

Start button 

The grandfather appreciates Arshad. He 
further tells them that besides starting and 
shutting down a computer, the Start button is also used for the following tasks. 

• Find and open any program you want to work with. 

• Find common apps and games at the right side of the menu. 

• Open frequently used apps on the left side of the menu. 

• Change the settings of the computer. 



Fig. 3.4 Start button 


Search Box 

'There is one more feature, Cortana, added to the Windows 
10. It allows you to search information by simply speaking 
aloud. Click on the microphone button next to the search 
bar. Say something about what you want to search for. You 
will get the search results,' tells grandfather. 

Arshad says, 'Look, there is a box. It says, "Type here to 
search". Let us type something here to search.' 



Quick Tip 

You can open 
Cortana by pressing 
the Windows key+S 
simultaneously. 


O Type here to search 


0 


Fig. 3.5 Search box 


Hridhan types 'Paint' in the search box. A menu with all the search results appear. 
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The grandfather then concludes, The search 
bar helps you find any program you want 
to access. Type the name of the program in 
the box. Select the program from the search 
results.' 

Taskbar Buttons 

Now the grandfather shows to the children the 
Taskbar buttons, which include the Task View 
button, application shortcuts, and buttons of 
running applications. 



Did You Know? 

Cortana also displays the results 
on the internet. The internet is 
a large number of computers 
connected to share information. 
For example, type in the search 
box or say, 'Find nearby banks'. 
It will display a list of banks near 
your area. 



Application shortcut 
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Fig. 3.6 Taskbar buttons 


He clicks on the Task View button located next to the Search box. It shows all the 
desktop screens of the opened applications. 



Fig. 3.7 Desktop screens of opened applications 


Hridhan asks, 'What is this coloured bar under this icon?' 

The grandfather tells them, 'When you open any program in Windows, its small 
rectangular icon appears on the taskbar. When a program is currently active, its icon is 
highlighted with a coloured bar below it.' 
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Active applications 



Fig. 3.8 I cons of opened applications on the taskbar 


Hridhan and Arshad now count the number of programs that are currently active. 

Arshad now opens two windows of the same program and moves the mouse pointer on 
the Taskbar button. It shows both the windows in small sizes. 

The grandfather says, 'It is called previewing the program windows. This feature makes 
the Taskbar look clean.' 


Notification Area 


Hridhan observes the current 
date and time and a few icons on 
the right side of the Taskbar. His 
grandfather says, 'This area is known 
as the notification area. It shows the 
notifications of important software 
updates, device connectivity, battery 
status (in laptops), and volume.' 
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Fig. 3.9 Notification area on the taskbar 


Notification 

area 


Checkpoint 



Answer the following questions. 

1. Which key will you press to select non-adjacent icons? 

2. Which key will you press to select adjacent icons? 

3. What is the keyboard shortcut to open Cortana? 


Changing the Desktop Background 

'What is this image on the background of the desktop?' asks Hridhan. 

'It is called the wallpaper,' replies the grandfather, 'You can change the wallpaper 
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whenever you want.' He then explains the following steps to change the wallpaper. 

• Right-click on the blank area of the desktop. A menu appears. 

• Click on the Personalize option. The Settings window appears. 

• By default, the Background pane opens. Under the Background option on the right, 
click on the drop-down arrow and select any option from the Picture, Solid Color, 
and Slideshow. 

• You can change the picture from the Choose your picture option. 


»*■ AMD Catalyst Control Center 

View 

> 

Sort by 

> 

Refresh 


Paste 


Paste shortcut 


Undo Rename 

Ctrl+Z 

New 
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Fig. 3.10 Selecting the Personalize option 
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Fig. 3.11 Settings window 


• Click on the Browse button if you want to display the picture stored on your 
computer. 

• When you click the Browse button, the Open dialogue box appears. Select the 
picture, and click on the Choose Picture option. 
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Fig. 3.12 Open dialogue box 


You will then see a new wallpaper. 




























Screen Saver 

The grandfather also tells the children 
that when they lock a system, using the 
Windows + L keys, an image appears 
on the screen. This image is called 
screen saver. He explains the steps to 
change the screen saver as described 
below. 

• Open the Settings window. 

• Click on the Lock screen option. 

• The Lock screen window appears. 

• Under Background, select the 

Windows Spotlight, Picture, or 
Slideshow option. 

• You can change screensaver from Choose your picture option. 

You can select the desired picture stored on your computer by clicking on the Browse 
option. 



Fig. 3.13 Settings window 
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Booting 

Desktop 

Icons 

Taskbar 

Desktop background 

Screen saver 

_ 


A sequence of actions followed by a computer to get 
started 

The screen that appears after booting 

The small pictures on the desktop 

A horizontal bar located at the bottom of the desktop 

A decorative image used to decorate the background of 
the desktop. 

An image that appears on screen when you leave the 
computer idle for some time 

_ J 
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Recap 


• An operating system manages all the activities of the computer. It also controls the 
hardware. 

• Windows 10 is the latest version of Windows operating system. 

• The small pictures on the desktop are called icons. 

• The horizontal bar located at the bottom of the desktop is called the taskbar. 

• Application shortcuts help to quickly open the application. 

• The Task View button can open multiple desktops at the same time. 

• Desktop background is an image used to decorate the background of the desktop. 

• The screen saver is an image that appears when you lock the system. 


Exercise 



A. Choose the correct options. 

1. Which of the following controls the working of a computer? 


a) Application software 
c) Taskbar 


b) System software 
d) Theme 


2. Which of the following is the horizontal bar located at the bottom of the desktop? 
a) Space bar b) Taskbar c) Toolbar d) Iconbar 


3. Which option will you use to arrange the desktop icons by their names? 
a) View b) Sort by c) Personalize d) Settings 


4. Which of the following is not a part of the taskbar in Windows 10? 


a) Notification area 
c) Taskbar buttons 


b) Search Box (Cortana) 
d) Desktop 


5. Which of the following shows important updates and notifications of the 
internet and printer connectivity? 


a) Start button 

c) Taskbar buttons 


b) Notification area 

d) Search box 
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B. Fill in the blanks. 


application Windows 10 double Wallpaper icons 

1. _is also known as the desktop background. 

2. Operating system also provides a platform to run_software. 

3. The small pictures that appear on the desktop are called_. 

4. _is the latest version of Windows OS. 

5. To open an icon,_-click on it. 

C. Write T for true or F for false. 

1. A computer can work without an operating system. 

2. The background picture is the same on all the desktop 
computers. 

3. Ubuntu is an example of Linux operating system. 

4. Cortana helps to search for the information on the 
computer and internet. 

5. An operating system manages all the hardware devices. 


D. 


Draw lines to match the following. 

1. Start button 

2. Notification area 

3. Taskbar buttons 

4. Search box 


a) Application shortcuts 

b) Cortana 

c) Shut down the computer 

d) Date and time 


E. Answer the following questions. 

1. What are icons? 

2. What is an operating system? Give a few examples. 

3. What is meant by a desktop background? 

4. What is the use of the search box in Windows 10? 

5. Define the term 'booting'. 
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Application-based Questions . 

1. Sanya visited a zoo in her winter vacations. She clicked on various pictures 
on her mother's phone. She wants to use one of the pictures as the desktop 
background on her computer. How can she do that? 

2. How will you find out which applications are currently opened and are not 
shown on the desktop? 

Lab Activity . 

1. Visit your computer lab and do the following— 

• Change the wallpaper and screen saver of the computer. 

• List down the names of the icons shown on the desktop screen. 

2. Sort the desktop icons by Name, Size, Item type, and Date modified. 

3. Search your favourite game in the Search box. Find out how it helps you to 
search for different things. 

Project . 

1. The smartphone shows icons of the apps installed on it. List the names of any 
five apps and draw their icons. 

2. How are the Sort by options—Name, Size, Item type, and Date modified— 
different? Compare all the options and write the observations. 

Explore More . 

• Find out how you can change the wallpaper of a smartphone. Are the steps the 
same for every smartphone? 

• Compare the desktop screens of Ubuntu, Mac OS, and Windows 7. 

Notes for the Teacher 

> Discuss the different types of operating systems available. Explain the 
different features of each OS. 

> Demonstrate how to start a program using the Start menu. 

> Explain what 'locking a system' means. 
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CHAPTER 



Working with Paint 



After going through this chapter, you will be 
able to— 

make use of different tools of Paint and 

learn the steps to flip, rotate, resize, zoom, and 
skew a picture. 


The World Environment day is being celebrated in Priyanka's school. Her elder sister 
Deepika has created a banner in Paint to showcase it in her class. Here is the banner 
created by Deepika. 



That is so creative of you Deepika,' tells Priyanka. 
Thanks Priyanka,' says Deepika. 
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'But how did you do all this in Paint?' asks Priyanka. 

'It is very simple and easy. You know some basic features of Paint. I'll make you learn 
some more,' says Deepika. 

It is evening now. Priyanka and Deepika are back from school. Priyanka is excited about 
learning Paint. 

'Let's start Deepika,' says Priyanka. 

They both sit down and start their computer. Priyanka asks Deepika to open Paint. Here 
are the steps that Deepika follows to start Paint. 


Starting Paint 

1. She types 'paint' in the Search box next to the Start button. 

2. From the list of options that appear, she clicks on Paint. 


The Paint window appears on the screen. 
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Fig. 4.1 MS Paint window 


Tools in MS Paint 

'It's time to test your knowledge,' says Deepika. 

'I am ready,' tells Priyanka. 

'Tell me about these tools. Make a table in your exercise book. Write the names of the 
tools and their functions,' asks Deepika. 

Priyanka then quickly brings her exercise book and here is the table created by her. 
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S. No. 

Name 

Function 

1 . 

Pencil tool 

It is used to draw a free-form drawing. 

2. 

Fill with color tool 

It fills up a closed area with colour. 

3. 

Text tool 

It is used to enter text in the drawing. 

4. 

Eraser tool 

It is used to erase a drawing or part of it. 

5. 

Color picker tool 

It is used to pick a colour from a drawing 
and use it on another drawing. 

6. 

Magnifier tool 

It is used to magnify the drawing. 


'Well done, Priyanka! You are now ready to go on a 
colourful Paint journey,' says Deepika. 

'Do you know how to read time, Priyanka?' asks Deepika. 
'Yes, I know, It's 5 o'clock right now,' replies Priyanka. 
'That's great, Priyanka!' says Deepika. 

Deepika draws a clock with hands as shown here. She then 
asks Priyanka to tell the time. 


Quick Learn 

List down the tools 
used while drawing 
the clock. 




Fig. 4.2 Drawing made in MS Paint 


Priyanka explains to Deepika that when the minute hand is at 3, the time is 15 minutes 
past the hour. So, here the clock shows a quarter past 6. 



























'Let me draw another clock for you, Priyanka. But this time I will use some time-saving 
methods. I will select the image, copy it, and modify it as per my requirements,' says 
Deepika. 

Select Tool 

Deepika then explains the Select tools to Priyanka as described below. 

The Select tool is used to select a picture or any part of it. You can then copy or delete 
the selected part. It is located in the Image group. When you click on the Select tool 
drop-down button, it shows different types of selections. 

Rectangular Selection 

In this selection, you can select the rectangular part of the picture. She then explains 
the following steps. 

1. Click on the Rectangular selection option. 

2. Now click and hold down the left mouse button at one end of the image and drag 
around diagonally to the other end. 

3. Release the mouse button. 

4. The selected area gets surrounded by a dotted rectangle. 
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Fig. 4.3 Select command 
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Fig. 4.4 Using the Rectangle Select tool 
































Free-form Selection 

In this selection, you can select an irregular part of the picture. 

'Let me quickly explain to you the steps,' says Deepika. The steps she tells Priyanka are 
as follows— 


1. Click on the drop-down arrow of the Select tool. 

2. Click on the Free-form selection option. 

3. To select any portion of the image, place the pointer at one end of the desired 
portion. 

4. Click and hold down the left mouse button and draw an area around the portion you 
want to select. 



5. Release the mouse button when you reach to the point from where you have started. 
A portion will be selected. 

6. The selected area gets surrounded by a dotted rectangle. 


•i a ^ . 
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Did You Know? 

The Select All option 
under the Select tool 
is used to select the 
whole drawing. 
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Fig. 4.6 Selected area after using the Free-form Select tool 











Moving an Object 

'Now you know how to select a portion of a drawing, Priyanka. It's time to learn some 
more interesting things. You can cut or copy the selected portion, and paste it on the 
same drawing or a new drawing. 

Let me first explain to you the steps to move a drawing from one position to another. It 
is also known as cut and paste,' tells Deepika. She then explains the following steps to 
Priyanka. 


Cut and Paste 

1. Select the drawing or part of the drawing using the Select tool. 


2. Click on the Cut command }f, Cut in the Clipboard group. 


3. The selected part will be removed from the drawing area. 

4. Now click on the Paste _2j command. 


5. The drawing that you cut appears on the top left corner of the drawing area. 
Note that it is selected. 
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Fig. 4.7 Moving an object 


You can then move this selection by clicking on it and dragging it to the desired area. 

'That will really save time. Instead of deleting and redrawing everything, I can use the 
select, cut, and paste commands,' says Priyanka. 

'Yes, you can. Similarly, you can duplicate a drawing or part of it using the copy and 
paste commands,' tells Deepika. 

'Let me duplicate this clock,' says Priyanka. 

Priyanka then follows these steps. 
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Copy and Paste 

1. She selects the drawing using the Rectangular 
selection option. 


2. She clicks on the Copy command m copy in the 
Clipboard group. 

3. She then clicks on the Paste command. 

Paste 

4. The duplicate drawing appears on the top left 
corner of the drawing area. 

She then moves the drawing. 


Quick Tip 

You can use Ctrl + X keys to 
cut the selected drawing, Ctrl 
+ C to copy the drawing, and 
Ctrl + V to paste a drawing. 
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Fig. 4.8 Copying an object 


Quick Learn 

Draw an image 
in Paint as shown 
below. 




Cropping an Image 

Deepika tells Priyanka that she can even remove the unwanted part of an image 
and keep only the portion she requires. This is called cropping an image. She then 
continues to explain the steps as described below. 

1. Select the portion you want to keep. 

2. Click on the Crop % crop command in the Image group. 

3. The selected portion will appear as a new drawing. 












Fig. 4.9 Using the Crop command 



Checkpoint '' 


Fig. 4.10 Cropped image 


Draw your favourite cartoon character in Paint and do the following tasks. 

• Duplicate the drawing and create three copies. 

• Cut one of the drawings and paste it in the new Paint file. 


Resize/Skew a Picture 

'Priyanka, you can even increase, decrease, or make the image appear slanted (skew) 
in MS Paint,' says Deepika. She then tells Priyanka to follow 
these steps. 

1. Select the drawing or the part of the drawing using the 
Select tool. 

2. Click on the Resize 


Resize command in the Image group. 


3. The Resize and Skew dialogue box appears. 

4. Now specify the Resize values in the Horizontal and 
Vertical boxes. You can either enter the values in 

Percentage or Pixels. 

5. Specify the Skew value in the Horizontal box to stretch the 
image horizontally. 

6. Specify the Skew value in the Vertical box to stretch the 
image vertically. 

7. Click on OK. 


Resize and Skew 
Resize 
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Fig. 4.11 Resize and Skew 
dialogue box 

























Fig 4.12 After resizing to 130% 


Zooming the Picture 


'Resizing is changing the size of an image. But how can I 
increase or decrease the view of the image?' asks Priyanka. 

'You can use the Zoom slider on the status bar,' tells 
Deepika. She then explains to Priyanka about zooming the 
picture as described below. 

'Zoom in' means to increase the view size, and 'Zoom out' 
means to decrease the view size. Unlike the Resize option, 
this does not actually change the size of the image; it is 
like using a magnifying glass. 


Remember 


On the Zoom slider, 
you can increase the 
view size by clicking 
on (+) and decrease 
the view size by 
clicking on (-). 


Using the View Tab 

1. Click on the View tab. 

2. In the Zoom group, you can increase the view by 
clicking on the Zoom in command. 

3. You can decrease the view by clicking on the Zoom out 
command. 
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Fig. 4.13 Zoom group 
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Fig. 4.14 Zooming out the picture 
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Flipping/Rotating a Picture 

While working on Paint, Priyanka observes a command and asks, 'What does this 
command do, Deepika?' 

This is the Rotate command. It is used to rotate an image to 90 degrees left, 90 
degrees right, and 180 degrees. It also flips an image. Flip means to turn over an 
object,' tells Deepika. 

Deepika asks Priyanka to draw any shape. She then explains to her the steps to use the 
Rotate command as described below. 

1. Select the drawing using the Select tool. 


2. Now click on the Rotate 

L Rotate T 

command in the 

HA 

Rotate right 

Image group. 



Al 

Rotate left 90 c 

3. Select the desired option 




Rotate ISO* 

4. The picture will be flipped or rotated as per the option 


Flip vertical 

clicked by you. 



A 

Flip horizontal 

Priyanka then uses the options and the results are shown 

Fig. 4.15 Rotate command 
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Fig. 4.16 Using Rotate and Flip commands 













Setting the Image as a Desktop Background 

Deepika tells Priyanka that it is also possible ag 


to set the drawings made by her as a desktop 
wallpaper. 

J New 

Open 

Set as desktop background 

HI P 

IH Fill the entire screen with the picture. 

'1 would like to set this cartoon character 1 

H 5a,e 

Pie 

HI Tile the picture so it repeats and fills the 
entire screen. 

have created in Paint as my wallpaper. Explain 

H, Save# » 

Center 

IH Center the picture in the middle of the 

the steps to me,' requests Priyanka. 

& int * 


Deepika then explains these steps to Priyanka. 

From scanner or camera 

Ju 


1. Click on the File tab. The Backstage menu 

- | Send in email 


appears. 

Set as desktop background ► 


2. Now select Set as desktop background 

Properties 


option. 

About Paint 


3. Select the type of appearance of the 

ft ** 


desktop: Fill, Tile, or center. 

4. If your picture is not saved, a dialogue box 


Fig. 4.17 Backstage menu 

will appear to save the picture first. 




5. After saving the picture, it will be set as the desktop background. 


Flip 

To rotate or turn 

Resize 

To increase or decrease the size 

Skew 

An oblique angle 

Crop 

To remove unwanted portion 

Zoom in 

To increase the view size 

Zoom out 

To decrease the view size 

Wallpaper 

The background image on the desktop 
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Recap 


• The Select tool is used to select the picture or any part of the picture or drawing. 

• The Rectangular selection tool is used to select the rectangular part of the image 
or drawing. 

• The Free-form selection tool is used to select an irregular part of a picture. 

• The Cut option is used to cut a picture or part of it. 

• The Copy option is used to duplicate a picture or part of it. 

• The Paste option is used to paste the selected picture or part of it. 

• Flip means to rotate or turn. You can flip a picture in MS Paint using the Rotate tool. 


Exercise 



A. Choose the correct options. 

1. Which of the following key combinations is used to paste an object? 
a) Ctrl + X b) Ctrl + C c) Ctrl + V d) Ctrl + P 


2. The Free-form selection option is used to select 
a) regular part of the image, 
c) left part of the image. 


b) right part of the image, 
d) irregular part of the image. 


3. What is the keyboard combination to cut an image? 

a) Ctrl + S b) Ctrl + X c) Ctrl + C d) Ctrl + V 


4. Which of the following commands will you use to skew an object? 

a) Crop b) Resize c) Outline d) Rotate 


5. Which of the following buttons, will you click on to set a drawing as a 
wallpaper? 


a) View 
c) Home 


b) File 

d) None of these 
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B. Fill in the blanks. 


Zoom in Rotate Crop Copy Select Paste 

1. The_tool is used to select an object in Paint. 

2. The_option is used to see a larger view of an image. 

3. The_and_commands are used to make a duplicate of an 

object. 

4. To flip an image, you will click on the_command. 

5. The_command is used to remove the unwanted portions from a drawing. 

C. Write T for true or F for false. 

1. The Rotate command rotates the drawing. : : 

. 

/.\ 

2. The key combination Ctrl + X is used to copy an object. : : 

3. The Rectangular Select tool is used to select an irregular part of { . 

the picture. .; 

4. You can set a drawing as desktop background. i i 

S./ 

/". 

5. The Skew command is used to stretch an image by some angle. i i 

D Answer the following questions. 

1. What does the Select tool do? 

2. What do you mean by flipping an image? 

3. What do you understand by resizing an image? 

4. How will you crop an image? 

5. How will you set an image as a wallpaper? 

Application-based Questions . 

1. If you want to create a mirror image of an object you have drawn in MS Paint, 
how will you do that? 

2. What happens if you press and hold the right mouse button while drawing a 
shape? 
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Lab Activity . 

1. It is your best friend's birthday. Draw a greeting card for him or her in Paint. 

2. Draw the pattern shown below. You can create your own patterns also. Create 
some patterns and show them to your friends. 



Note: You don't have to redraw the shapes. Use Flip, Rotate, Copy, and Paste 
commands. 

Project . 


1. Draw a scene of any of the following seasons in Paint. 

a) Rainy season b) Summer season c) Winter season d) Spring season 

2. Create a picture dictionary in Paint. Draw the objects using the tools in Paint 
and save your files. Given below is an example. 



Work Wisely 


Use imagination and be creative while creating a drawing in Paint. It will result in a 
beautiful drawing. 


Notes for the Teacher 



Encourage students to make use of the flip, rotate, skew, cut, copy, and paste 
commands. 

Let students express their ideas and thoughts by using a wide range of suitable tools 
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Fun with Tux Paint 



After going through this chapter, you will be 
able to— 


• start Tux Paint; 


identify different components of the Tux Paint 
window; and 


• make use of the tools in Tux Paint. 


It is Sunday. Mishika is going to her best friend Isha's 
house. Isha and her elder brother, Dev, are working on 
their computer. 

'Hello, Isha and Dev, how are you?' asks Mishika. 

'Hi Mishika, we are fine!' replies Isha. 

'What are you doing?' asks Mishika. 

'Dev is telling me about a new application called Tux 
Paint,' says Isha. 

'Tux Paint...What's that?' asks Isha. 

'Come join us, Isha. I will tell you about it,' says Dev. 



Did You Know? 

The Tux Paint 
program was 
developed by Bil 
Kendrick. It was first 
released in 2002. 


Isha and Mishika sit together in front of the computer. Dev tells them that just like 
Paint, Tux Paint is also a paint program that is used to draw and colour. It includes 
some special effects that enhance drawings. It also has some sound effects that are 
played when a tool is selected. 


SO 












He further adds, 'You know, you can download it for free from the internet.' 


Starting Tax Paint 

Mishika and Isha are now ready to open Tux Paint. Dev 
has already downloaded Tux Paint on their computer. 

Isha starts Tux Paint by using the steps listed below. 

1. She types Tux Paint in the Search Box. 

2. A menu with all the search results appears. 

3. She selects the Tux Paint option. 

The Tux Paint window appears on the screen. 

Components of Tux Paint Screen 

'It looks different from MS Paint,' says Mishika. Dev explains the use of the components 
of the Tux Paint window as described further. 




Selector bar 


Tools bar: It contains all the tools that you can use for drawing. 
Canvas: It is the area where you draw and colour. 
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Selector: When a tool is selected, it shows the various options associated with the tool. 
There are up and down arrows that you can click to see more tool options. 

Colors palette: It contains a set of colours. You can click on any colour button to use it. 
Help area: It shows tips and details of the tool you have selected. 

'Now you both know the components of the Tux Paint window. Let me tell you how to 
use the tools,' says Dev. 

Paint Tool 

Dev points at the Paint tool. He tells Mishika and Isha that the Paint tool works like a 
brush. When you select it, the Selector bar will show various options. You can then click 
on the brush type you want to select. 

He further tells them that they can select a colour from the Colors palette. To start 
drawing, drag the mouse on the canvas. 

Mishika quickly holds the mouse and selects the Paint tool. She draws a tree using the tool. 



Fig. 5.2 Using the Paint tool 


Fill Effect 

'How can I add colour to this tree, Dev?' asks Mishika. 

'It is very simple, Mishika. Let me explain the steps,' replies Dev. He then explains the 
steps as described below. 

1. Click on the Magic tool. 

2. From the Selector bar, select the Fill effect. If you do not see the Fill effect at first, 
click on the down arrow. 

3. Now, select the colour you want to fill in the drawing from the Colors palette. 


§2 

F 3 










4. Click on the area where you want to fill in the colour. 
Mishika then fills colours in her drawing. 


HWw* - x 



Click In the picture to fill that area with color. 


%B4 _ 

Fig. 5.3 Using the Colors palette 

Mishika explores the options of the Paint tool. She comes across the J option. She 
selects the option and clicks on the green area of her drawing. Mishika is amazed at 
what she has got now. 


- X 



Colors • 
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Fig. 5.4 Using the Paint tool option 

Mishika and Isha are enjoying working on Tux Paint. They want to create more 
drawings. 


Grass Tool 

Dev tells Mishika and Isha that there is a tool using which they can draw grass on the 
canvas. He then explains the steps as described below. 

1. Click on the Magic tool. 

2. Select the Grass effect from the Selector bar. 

3. Choose green colour from the Colors palette. 

4. Click or drag the mouse pointer on the canvas. 
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Fig. 5.5 Using the Grass effect option 


Saving a Drawing 


with her drawing. Dev asks her to save the work done by her. 
She clicks on the Save m tool. The drawing gets saved. 


Mishika is quite happy 


She can rework on the drawing by clicking on 
desired file. 



tool and selecting the 


Eraser Tool 

Mishika tells Isha that she can correct her mistakes by using the Eraser tool. She can 
click on the tool to select it and drag the mouse pointer over the area she wants to 
delete. 

Lines Tool 

Mishika and Isha both decide to use the Lines tool. 'What is the use of this tool?' asks 
Mishika. 

'This tool is used to draw lines. The Selector bar shows the same designs for this tool 
as it shows for the Paint tool,' tells Dev. 

He further explains the steps as described below. 

1. Click on the Lines tool. 

2. From the Selector bar, click on the line type that you want. 

3. From the Colors palette, click on the colour of your choice. 

4. Drag the mouse on the canvas to draw. 

Mishika and Isha then draw lines of different shapes and colours. 












Quick Tip 

Following are the 
keyboard shortcuts 
that can be used for 
the commands— 

Save—Ctrl + S 
Open—Ctrl + O 


Fig. 5.6 Using the Lines tool 


Shapes Tool 


Now it is Isha's turn. She clicks on the New tool. A window with coloured backgrounds 
appears. She selects the red background and then clicks on the Open button. 



Fig. 5.7 Using the Open tool 


A window with red background appears. She then clicks on the Shapes tool. The 
Selector bar shows the different filled and unfilled Shapes options. Isha then draws 
different shapes one by one. 
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Fig. 5.8 Using the Shapes tool 


Text Tool 

'I can see the Text tool here, Dev. Can I use it to type the 
names of the shapes?' asks Isha. 

'Yes, you can!' tells Dev. 

She then follows the steps as described below. 

1. She clicks on the Text tool. 


Remember 


The unfilled shapes 
can be filled using the 
Fill effect under the 
Magic tool. 


2. From the Selector bar, she selects a style of the text. 

3. She then clicks on the canvas and types rectangle in the rectangle shape. 

4. After typing, she presses the Enter key. 


She then modifies the size of the text by clicking on the up and down arrow buttons 
shown on the Selector bar. 
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Fig. 5.9 Using the Text tool 














Stamp Tool 

'Let us try the Stamp tool now and see what it does,' says 
Mishika. Isha clicks on the tool and says, 'It works like a 
stamp or sticker'. The Selector bar shows various stamps. 
They both are amazed to see so many stamps. Dev tells 
them that the right arrow key can be used to look for more 
stamps. 

Dev tells them that they can also increase the size of the 
stamp. He also tells them that they can flip or create a 
mirror effect of the stamp by using effects from the Magic 
tool. 


Quick Learn 

There are various 
stamps of animals 
under the Stamp 
tool. Sort them 
into herbivores, 
carnivores, and 
omnivores. 


Mishika and Isha create a beautiful drawing using the Stamp and Line tools. 
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Fig. 5.10 Using the Stamp tool 
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^Checkpoint 


Match the tools to their functions. 

i. 

a) It is used to draw lines. 

2 

b) It is used to draw like a brush. 

3. / 

c) It is used to save a drawing. 

4 ^ 

d) It is used to erase a drawing. 

5. 9 

e) It is used to add text. 












Printing a Drawing 


Dev tells them that it is also possible to take printouts of their drawings. He further 
adds, To print your drawing, click on the Print button. A dialogue box appears. Click 
on the icon of Yes, Print it! button'. 



Exiting from Tux 


Did You Know? 

The Tux Paint includes 
multiple levels of 
Undo. Undo actions 
can themselves be 
undone with the 
Redo button. 



Isha says, This Quit tool will take us out from the Tux Window'. 'Yes, even I think so,' 
says Mishika. They both save the work and click on the Quit tool. A dialogue box 
with the two options appears. 


Dev says, 'Click on the Yes, I'm done! option if you want to close the window. If you 
don't want to close it, click on the No, take me back! option.' 




Tux Paint 
Canvas 
Selector bar 

V_ 


"A 


A type of drawing and painting software 
The area where you draw and colour 

An area on the right side of the canvas in the Tux Paint, which 
displays effects associated with the selected tool 

_ J 
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Recap - 

• Tux Paint is a type of software that is used to draw and paint. 

• The components of the Tux Paint Screen are Tools bar, Canvas, Selector bar, Colors 
palette, and Help area. 

• The various tools in Tux Paint are Paint, Lines, Shapes, Magic, Stamp, Text, Label, 
and Eraser. 

• Some other tools are New, Open, Save, Print, and Quit. 


Exercise 

A. Choose the correct options. 

1. Which tool is used to open a new Tux Paint window? 

a) Open b) New c) Refresh d) Start 

2. The keyboard shortcut to undo is 

a) Ctrl + W. b) Ctrl + A. c) Ctrl + U. d) Ctrl + Z. 

3. Which of the following tools is used to add text? 

a) Magic b) Stamp c) Type d) Text 

4. Which of the following tools is used to move out of the Tux Paint window? 

a) New b) Exit c) Quit d) Delete 

5. Which tool is used to cancel the effect of the last action? 

a) Redo b) Undo c) Crop d) Delete 

B. Fill in the blanks. 

Crop Lines Ctrl + S Stamp Open 

1. To open an existing drawing, click on the_tool. 

2. The_tool provides stickers that you can drag and paste on the canvas. 

3. The_tool is used to draw straight lines. 
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4. _is the keyboard shortcut used to save a file. 

5. The_tool is used to remove the unwanted part of a drawing. 

C. Write T for true or F for false. 

1. The Text tool is used to add text in the drawing. 

2. You cannot save the work done in Tux Paint. 

3. The Paint tool works like a brush. 

4. The Stamp tool is used to change the colour of the pointer. {" 

5. The Shapes tool is used to draw only straight lines. {" 

6. You can rotate a shape. 


D. Answer the following questions. 

1. Which tool is used to save a drawing? 

2. Which tool is used to print a file? 

3. How are Lines and Shapes tool different? 

4. Write the use of the Stamp tool. 

5. What is the use of the Paint tool? 

Application-based Questions . 

1. Neha wants to insert ready-made pictures of some animals and flowers in her 
Tux Paint drawing. Which tool should she use? Which tool should she use if she 
needs to show one of the animals upside down? 

2. Hridhan has drawn a pentagon in Tux Paint. Suggest the tool he should use to 
fill the shape with the yellow colour. 


SO 













Lab Activity . 

1. Draw the water cycle using different tools and colours in Tux Paint. 

2. Create a scene of any place, such as a market, playground, or garden in Tux 
Paint. You can use the combination of various tools. Label the things you have 
drawn. 

3. Create a picture similar to the one shown below. You can use more effects if you 
want to. 


^ Tux Paint — X 



Click and move to draw grass. Don't forget the dirt! 


Project . 

1. There are various stamps available for fruits and vegetables in Tux Paint. Create 
a chart on 'Food from plants' and categorize them into roots, stems, fruits, and 
flowers. Label the categories and the food items also. 

2. Create a Tux file and categorize the birds (using the Stamp tool) on the basis of 
their beaks. 


Explore More . 

• Draw any object in Tux Paint and use the flip and mirror tools found under the 
Magic tool. Observe the results you get. 

• Find out the differences between the Text and Label tools. 
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Work Wisely . 

Use a variety of tools while working on Tux Paint. Ask your elders or teachers if 
you are not aware of the functioning of a tool. 


Notes for the Teacher 

> Demonstrate how to open and exit Tux Paint. 

> Help students understand the functioning of all the tools. 

> Give them enough time to practise the use of various tools. 
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Introduction to HS Word 


f After going through this chapter, you will be 
able to— 

• outline the features of a word processor; 

• outline the main features of MS Word; and 

• examine how to open, save, close, and edit a Word 
file. 


Asmita is very happy. It is her birthday next week. She has already 
received a letter wishing her happy birthday and a gift from her 
grandparents. She wants to write a reply thanking them for the 
wonderful gift. 

She decides to write the letter on her computer. She switches on 
the computer. She knows how to use the WordPad for typing text. 
But her computer teacher has introduced her to a new tool for 
typing. It's called MS Word. She wants to try it to type her letter. 


iiMllllitJi 


What is MS Word? 

Asmita's teacher has told the class that Microsoft Word is an application software 
program. It was developed by Microsoft Corporation and comes with Microsoft Office 
suite. It is word-processing software that can be used to type stories, poems, essays, 
paragraphs, letters, and reports. 

During the computer class, one of the students raises a question, 'How is WordPad 
different from MS Word?' The teacher explains to the students the following points. 
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WordPad is basic word-processing software, whereas MS Word is advanced word¬ 
processing software. 

WordPad is free and pre-installed on every Windows computer. But MS Office needs 
to be purchased and installed to use MS Word. 

MS Word allows you to save a file in different formats. In 
WordPad, you can save a file in only one format. 

(You will learn about the different file formats in further 
classes.) 

MS Word has advanced features to format the layout of 
the documents. It can also be integrated with the other 
Office applications. 


Did You Know? 

MS Word was first 
released on 25 
October 1983. It was 
then called Multi Tool 
Word. 


Components of Word Window 

The teacher shows them both the WordPad and MS Word 
windows. She explains all the components of the MS Word Window. 


Quick Access 
Toolbar 


Title bar 


Window Control 
buttons 
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Fig. 6.1 MS Word window 


Title Bar —It shows the name of the currently opened document. 

Quick Access Toolbar —It is located at the top left side of the window. It contains the 
shortcut icons for the frequently used commands. For example, Save, Undo, and Redo. 

Ribbon —It contains different 'tabs'. Each tab is organized into various groups, which 
contains the commands. 




















Window Control Buttons —There are three buttons on 
the top right corner of the window. 

• The Minimize button is used to hide a window 
from the desktop. It keeps the program running 
in the background and displays its icon on 
the Taskbar. If you want to bring it back to the 
normal size, click on its icon. 

• The Restore down button makes the screen smaller. 

• The Close button is used to close the MS Word 
window. 

File Tab— It contains many commands such as Print, Save, and Open. 

Document Area —It is the white area where you type the text. 

Rulers —There are two types of rulers in Word—horizontal and vertical. 

The horizontal ruler is used to adjust the left and right margins, whereas the vertical 
ruler is used to adjust the top and bottom margins. 

Status Bar —It is at the bottom of the Word window. It shows the page number and the 
total number of words that are typed in the document. 

Zoom slider —Using the zoom slider you can increase or decrease the document area. 
The Zoom in button (+) will allow you to see a close-up of the page, and the Zoom out 
button (-) will decrease the page size. 

Scroll Bar —There are two scroll bars. The vertical scroll bar is used to move the 
window viewing area up and down, and the horizontal scroll bar allows you to move the 
window viewing area right and left. 

Starting MS Word 

Now Asmita is all set to use MS Word. She opens MS Word using the following steps. 

1. She types 'word' on the search bar. 

2. She then selects the Word option from the search results. 

The Word window appears on the screen. 

Cut, Copy, and Paste Commands 

Asmita completes her letter as she has to go to the market with her mother. She asks 
her mother to check the letter. 
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Did You Know? 

The Ribbon Display 
button, present on 
the top right corner 
of the window, is 
used to hide the 
ribbon. 
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A-41 Palam Vihar 
New Delhi 

23 September 2018 

Dear Grandpa, 

How are you and Grandma? I want to thank you for gifting me The Jungle Book. It 
has beautiful colourful pictures. I love Baloo, the bear, and Bagheera, the black 
panther. Mowgli is so sweet and brave. He fights the tiger She re Khan. 

I cannot wait to visit you next month. Give my love to Grandma. 

Yours lovingly, 

Asmita| 

Fig. 6.2 Word document 


Quick Tip 

You can select the 
whole document 
using Ctrl + A 
keyboard shortcut. 


Her mother now reads the letter. She asks Asmita to move the 
text 'Mowgli is so sweet ... Shere Khan.' before 'I love Baloo ... 
panther.' 

Asmita does it as follows. 

1. She selects the text 'Mowgli is so sweet ... Shere Khan.' 

2. She clicks on the Cut Command in the Clipboard group 
under the Home tab. 



Fig. 6.3 Clipboard group 


3. She then places the cursor before the text 'I love Baloo ... 
panther.' and clicks on the Paste command. 


A-41 Palam Vihar 
New Delhi 

23 September 2018 

Dear Grandpa, 

How are you and Grandma? I want to thank you for gifting me The Jungle Book. It 
has beautiful colourful pictures. Mowgli is so sweet and brave. He fights the tiger 
Shere Khan. I love Baloo, the bear, and Bagheera, the black panther. 

I cannot wait to visit you next month. Give my love to Grandma, 

Yours lovingly, 

Asmita 


Fig. 6.4 Using the Cut and Paste commands 


Did You Know? 

You can select the text using 
the keyboard also. Place the 
mouse cursor from where you 
want to begin your selection. 
Press and hold the Shift key. 
Press one of the arrow keys to 
select the text. 



Her mother also tells her that if she wants to duplicate the text, she can use the Copy 
and Paste commands. The Copy command is also found in the Clipboard group under 
the Home tab. 











She then recalls that these steps are similar to the steps 
she used in WordPad. Also, the keyboard shortcuts Ctrl + 

X (cut), Ctrl + C (copy), and Ctrl + V (paste) work the same 
way. 

Undo and Redo Commands 

Asmita clicks on the Undo button Q! on the Quick Access 
Toolbar. 

What does she observe? She notices that the last action 
performed by her is reversed. The original text of the 
document is restored as shown in the image. 


How can she cancel the effect of the undo command? She can use the Redo command. 
The Redo command Q is also found on the Quick Access Toolbar. 

Creating a New Document 

While Asmita is working on the document, she accidently presses the Ctrl + N keys 
together. What do you think has happened? 

She notices that a new blank document window opens up. 

She tells her mother that she explored a new way to open a blank document. She then 
tries to open a new document again by a different method as given below. 

1. She clicks on the File button. The Backstage view appears. 

2. Shen clicks on the New option and selects the Blank document. A blank document 
appears on the screen. 


A-41 Palam Vihar 
New Delhi 

23 September 2018 

Dear Grandpa, 

How are you and Grandma? I want to thank you for gifting me The Jungle Book. It 
has beautiful colourful pictures. I love Baloo, the bear, and Bagheera, the black 
panther, Mowgli is so sweet and brave. He fights the tiger Shere Khan. 

I cannot wait to visit you next month. Give my love to Grandma, 

Yours lovingly, 

Asmita| 

Fig. 6.5 Using the Undo command 
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Fig. 6.6 Selecting the New option 


Saving a Document 

Now it's the time to save the document. Asmita saves her document by following the 
given steps. 

1. She clicks on the File tab. From the Backstage view, she selects the Save As option. 


2. The Save As screen appears on the right side. She clicks on the Browse button to 
choose the location where she wants to save 
her document. 
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Fig. 6.7 Selecting the Save As option 


Quick Tip 

You can also save a document 
by using Ctrl + S keyboard 
shortcut. 

Alternatively, you can click 
on the Save button E on the 
Quick Access Toolbar. 


3. She then types the name of the document in the File name box. 

4. She clicks on Save. 
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Fig. 6.8 Save As dialogue box 

The file gets saved with a .docx extension. 

In the File menu, there are two options— Save and Save As. When you choose the 
Save option, it saves your work by updating the last saved version. The Save As option 
lets you save your file with a different name. 


Closing a Document 

Asmita now wants to close the document. She clicks on the File tab and then on the 
Close option. 
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Fig. 6.9 Selecting the Close option 
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Opening a Saved Document 

The doorbell rings. Asmita runs to open the door. It's her uncle, MrVerma. 
He asks Asmita, 'How are you?' 























She says, 'I am good.' 

'What are you doing?' asks Mr Verma. 

She excitedly replies 'I have typed a letter to my grandparents. Let me show it to you, Uncle.' 

Asmita and her uncle sit on the chairs. Asmita first opens MS Word. She then opens the 
document saved by her as follows. 

She clicks on the File tab and then clicks on the Open option. 

1. The Open window opens on the right of the backstage view. 

2. She locates her file by clicking on the Browse button. 
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Fig. 6.10 Selecting the Open option 

3. The Open dialogue box appears. 

4. She selects the document and clicks on the Open button. 
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Fig. 6.11 Open dialogue box 

The recently closed files can also be opened by clicking on the Recent option. The 
Recent pane shows the files that have recently been closed. 

























Printing a Document 

Her uncle tells her that she can take a printout of her document as follows. 

1. Click on the File tab and select the Print option. 

2. A preview of the document appears on the right side. 

3. Now click on the Print button. 
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Fig. 6.12 Selecting the Print option 


Checkpoint 




Complete the following table by writing the task or keyboard shortcut. 


Task Keyboard Shortcut 

To open a new file 



Ctrl + O 

To save a file 


To close a file 



Ctrl + P 


Keyboard Shortcuts 

Selection of the text can be done using the keyboard shortcuts as well. The table given 
further shows the various keyboard shortcuts to select the text. 












































To select 

Keys to use 

To the beginning of the document 

Shift + Ctrl + Home 

To the end of the document 

Shift + Ctrl + End 

To the beginning of the current line 

Shift + Home 

To the end of the current line 

Shift + End 

One character to the left 

Shift + ◄- 

One character to the right 

Shift +-► 

One line up 

Shift + 

One line down 

Shift + 


K 



Word Processor A type of application software that is used to create word 

documents 

Application software Programs that are used to perform specific tasks 



• Microsoft Word (MS Word) is a word-processing software program like WordPad. 

• MS Word is one of the most widely used word processing software programs 
because of its advanced features. 

• Microsoft Office Suite includes Word, Excel, PowerPoint, Access, Outlook, 
OneNote, and Publisher. 

• MS Word is used to create letters, reports, newsletters, books, bills, notices, and 
so on and to modify the text documents. 

• You can select the text in a word document using two ways—using the mouse and 
using the keyboard. 
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• The short commands that are used in Word are- 
o To open a new file—Ctrl + N 
o To open a saved file—Ctrl + O 
o To save a file—Ctrl + S 
o To close the file—Alt + F4 
o To print a file—Ctrl + P 


Exercise 



A. Choose the correct options. 

1. What is the keyboard shortcut to redo an action? 

a) Ctrl + Z b) Ctrl + X c) Ctrl + C d) Ctrl + Y 

2. What happens if you press Shift + End keys? 

a) One character to the left of the cursor is selected. 

b) One character to the right of the cursor is selected. 

c) The entire document is selected. 

d) Text from the current position of the cursor to the end of the current line is 
selected. 

3. What is the shortcut for the Paste command? 

a) Ctrl + X b) Ctrl + C c) Ctrl + V d) Ctrl + Z 

4. This ruler is used to adjust the top and bottom margins. 

a) Horizontal ruler b) Parallel ruler c) Vertical ruler d) Plane ruler 

5. Which tab will you click on to print a document? 

a) Home b) Insert c) File d) Design 
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B. Fill in the blanks. 


status two Ctrl+S clipboard close 

1. There are_types of rulers in MS Word. 

2. The_bar shows the page number and the total number of words. 

3. The Cut, Copy, and Paste commands are in the_group. 

4. The keyboard shortcut to save a document is_. 

5. If you press Alt + F4 keys, it will_the document. 

C. Write T for true or F for false. 

1. In a Word document, you can select the text using the 
mouse only. 

2. The Recent option is used to close the document. 

3. The horizontal scroll bar is used to move the window 
viewing area right and left. 

4. The file extension of a Word document is .docx. 

5. The Undo command reverses the last action performed. 

D. Answer the following questions. 

1. What is the use of vertical and horizontal scroll bars? 

2. Write the use of Quick Access Toolbar. 

3. Which command will you use to duplicate the text? 

4. Write the methods to select text in a word document. 

5. Mention the steps to save a document. 

Application-based Questions . 

1. Samaira observed the Quick Print command on the Quick Access Toolbar. 
Write the function of the command. Also, find out and write the steps to add a 
command to or remove it from the Quick Access Toolbar. 

2. Nirav is creating a document in MS Word. He places the cursor in the second 
line of the first paragraph and uses Shift + END keys. What will happen? 
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Lab Activity . 

1. Samay has collected some interesting features of various plants. Help him 
create a document in MS Word. 

2. Your English teacher has given you some hints to write a short story. 

lion sleeping—mouse ran over—disturbed lion—lion—angry—caught mouse— 
mouse begged—lion let him go—hunter in jungle—caught lion in net—mouse 
saw—chewed net—set lion free 

Open Word and write the story. Also, take a printout and read out in your class. 

Project . 

1. Take a printout of the Word window with the help of your teacher or parents. 
Now label different components of the window on the printout and show this in 
your class. 

2. Write a small paragraph on 'Your favourite sport'. Save your document and show 
it to your friends. Make changes if they ask you to do and save it again. 

Explore More . 

• Find out some word-processing software programs that are also used for 
creating word documents. 

• Open any document created in Word. The status bar shows the total number 
of words typed in a document. Click on the words button. The Word Count 
dialogue box opens. Note the things you see and compare it with your friend's 
doc. 

Work Wisely . 

Practise keyboard shortcuts as they let you work faster in Word. 


Notes for the Teacher 

> Encourage students to write paragraphs on different subjects in Word. 

> Demonstrate how to cut, copy, and paste text and how it saves time. 
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After going through this chapter, you 
able to— 

format a word document; 


will 


change the font, font size, font colour of text in 
a word document; and 

explore different ways to align and highlight the 
text. 


In the previous chapter, Asmita typed a letter to her grandparents. She then took a 
printout with the help of her uncle. She now takes the letter to her school to show it to 
her teacher, Ms Kapoor. 

Ms Kapoor is very impressed with Asmita's work and praises her in front of the class. 
Asmita is delighted. 

Ms Kapoor is now ready to introduce some new features of MS Word. She shows 
Asmita's letter to the class. She tells the class that a document in Word can be made 
more attractive. 

MS Word lets you change the size and colour of the text. You can highlight the 
important words or sentences. You can also add some effects to the text. 

She further explains, 'Changing the appearance of the document refers to formatting.' 
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Changing Font and Font Size 

Ms Kapoor takes students to the computer lab. The students switch on their computers 
and open MS Word. 

Ms Kapoor is typing Asmita's letter on her computer in the lab. She types the following 
text. 
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A-41 Palam Vihar 
New Delhi 

23 September 2018| 

Fig. 7.1 Word document 

Now she shows to the class how to change the appearance of the text. She selects 
the first two lines and then clicks on the Font drop-down button. She then selects the 

Times New Roman option. 


Sn^ Cu * 

" U ITl Copy 

Paste 

„ Format Painter 
Clipboard ft 




0 *>- O 

- 


File 

| Home 

Insert Design 

Layout 

References Mailings 

in 

<X> Cut 




| Calibri 

■ - 

III 

* 

k 

*< 

4 < 


Format Painter 
Clipboard ft 


Theme Fonts 

0 

Calibri Light 

(Headings) |_| 

Calibri 

(Body) 

Recently Used Fonts 


Century Gothic 


Courier New 


Georgia 


T rebuchet MS 


Segoe Ul 


Arial 


Book Antiqua 


Times New Roman 



Fig. 7.2 Font drop-down list 


Remember 


The Font and Font 
Size drop-down 
commands are 
present in the Font 
group under the 
Home tab. 


Ms Kapoor further tells the class that some font faces are serif while others are 
sans serif. The serif fonts use small lines as the decorative marks at the end of each 
character. The sans serif font faces do not use these decorative lines. 















This is a serif font. 

This is a sans serif font. 

Fig. 7.3 Examples of Serif and Sans Serif font 

Ms Kapoor explains to the class that the number displayed to the right of the Font 
drop-down button is used to change the size of the text. She follows these steps to 
change the size of the text. 

1. She clicks on the Font Size drop-down button. 

2. She selects 18 from the list. The size of the text changes. 

She then shows the formatting done on those two lines of text. 




b) 


Fig. 7.4 Changing font size 


Asmita's classmate Abram asks Ms Kapoor, 'What is a font?' 

The teacher defines font as follows— 

'The characters displayed in a specific size and design used for typing the text are 
called fonts.' 

She further adds, 'By default, the font size is 11 and font type is Calibri (body).' 


Changing Text Colour 

Ms Kapoor continues to type the letter. She has now written a few lines of the body 
of the letter. She decides to change the colour of the text. She explains the following 
steps to the class. 

1. She selects the text and clicks on the Font Colour A T drop-down arrow. 


2. A list of pre-defined colours appears. She selects the blue colour from the list. 




















Fig. 7.5 Font Color menu 

3. The colour of the selected text changes. 


Did You Know? 

You can select the 
font, font colour, and 
font size before you 
type the text to avoid 
selecting the text 
later. 



A-41 Palam Vihar 
New Delhi 

23 September 2018 

Dear Grandpa, 

How are you and Grandma? I want to thank you for gifting me The Jungle Book. It has beautiful 
colourful pictures. 

Fig. 7.6 Changing the font colour of the text 


Bold, Italics, and Underline 

Ms Kapoor has finished typing the body of the letter. 

She explains to the class that there are some features that are used to emphasize and 
draw attention towards some important information. She explains the given steps to 
use these features. 


1. Select the text. 

2. Click on the Bold button b 

3. Click on the Italic button / 
the right. 

4. Click on the Underline button 


in the Font group. The text will become bold (thick), 
after selecting the text. The text appears slanting to 


u 


to place a line under the text. 


5. Click on the Strikethrough button to cross out the text by drawing a line 
through it. 

























Ms Kapoor now formats the letter as shown below. 


Bold 


Underline- 


A-41 Palam Vihar 
New Delhi 

>23 September 2018 

Dear Grandpa, 

How are you and Grandma? I want to thank you for gifting me The Jungle Book A 
> lt has beautiful colourful pictures . I love Baloo, the bear, and Bagheera, the 
black panther. Mowgli is so sweet and brave. He fights the tiger Shere Khan. 

I cannot wait to visit you next month. Give my love to Grandma. 

Fig. 7.7 Formatting text 


-Italics 



Did You Know? 

There is a drop¬ 
down arrow near the 
Underline button 
that allows you to 
underline the text in 
different ways and 
change the colour of 
the line. 



Highlighting Text 

Ms Kapoor further explains that the important points in 
the document can be highlighted. She demonstrates the 
following steps. 

1. Select the text you wish to highlight. 

2. In the Font group, click the drop-down arrow of the 

Text Highlight Color a £ - command. 

3. The colour palette appears. Select the desired colour 
to highlight the text. 
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No Color 



Stop Highlighting 



Fig. 7.8 Text Highlight Color menu 



















A-41 Palana Vihar 
New Delhi 

23 September 2018 
Dear Grandpa, 

How are you and Grandma? I want to thank you for gifting me The Jungle Book. 
It has beautiful colourful pictures . I love Baloo, the bear, and Bagheera, the 
black panther. Mowgli is so sweet and brave. He fights the tiger Shere Khan. 

I cannot wait to visit you next month. Give my love to Grandma. 

Yours [lovingly. 


Asmita 


Fig. 7.9 Highlighting the text 


The school bell rings. The computer class is over now. Students get back to their class. 
Their class teacher comes in and gives each one of them a circular. 

'What is the circular about?' the students are asking each other. 

'Oh! It is about our picnic,' Asmita's friend tells her. 

The students get excited and are very happy. 

Text Alignment 

Asmita learnt about the types of sources of energy in her science class today. After 
reaching home she starts typing some important points on types of sources of energy 
in Word. She changes the font to Arial, font size to 12, and sets the headings in bold. 


Types of sources of energy 

We get energy from two types of sources: renewable and non-renewable. 

Renewable sources of energy 

Renewable sources of energy are those that are never-ending Solar energy, wind 
energy, and hydro energy (energy from water) are some examples of renewable 
sources of energy. 

Benefits of solar energy 

Solar energy is very helpful. Some of the benefits of solar energy are given here. 
Sunlight is free. 

It is easily available. 

It will last forever (if is renewable). 

It is environment-friendly! 


Fig. 7.10 Word document on sources of energy 
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While Asmita is working on her document, her father comes in. 

He asks, 'What are you doing, Asmita?' 

Asmita says, 'I am writing about sources of energy.' 

Her father observes the document. He says, 'Why don't 
you align the heading at the centre?' 

Asmita replies, 'But I don't know what alignment is, 

Papa.' 

Her father tells her that positioning of text on a page is called alignment of text. 

He shows to her the different alignment commands in Word and also explains their 
functions. 



Fig. 7.11 Paragraph group 


Align Left: It aligns the text along the left 
margin. 

Align Right: It aligns the text along the right 
margin. 

Center: It aligns the text at the centre of the 
left and the right margins. 

Justify: It aligns the text evenly between the 
left and right margins. 



Asmita selects the first heading and clicks on the 

Center alignment option. The heading moves to the centre of the page. 


Types of sources of energy 

We get energy from two types of sources: renewable and non-renewable 

Renewable sources of energy 

Renewable sources of energy are those that are never-ending Solar energy, wind 
energy, and hydro energy (energy from water) are some examples of renewable 
sources of energy 

Benefits of solar energy 

Solar energy is very helpful. Some of the benefits of solar energy are given here 
Sunlight is free. 

It is easily available. 

It will last forever (it is renewable). 

It is environment-friendly. 
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Fig. 7.12 Formatting the document 








































Changing Case 

Asmita's father tells her one more interesting feature. He asks her to follow the given 
steps. 

1. Select the text. 

2. Click on the Change Case drop-down command. 

3. A list of options appears. 

He further explains the options in the list as follows— 


Text case 

Explanation 

Example 

Sentence case 

This option capitalizes the first 
letter of the sentence. 

This is a document. 

lowercase 

This option makes the text 
appear in lower case. 

this is a document. 

UPPERCASE 

This option makes the text 
appear in upper case. 

THIS IS A DOCUMENT. 

Capitalize Each 
Word 

This option changes the first 
letter of each word to upper 

case. 

This Is A Document. 

tOGGLE CASE 

This option converts the case 
of every selected letter in the 

reverse manner. 

tHIS IS A DOCUMENT. 


Asmita then changes the first heading level to upper case as shown below. 


TYPES OF SOURCES OF ENERGY 

We get energy from two types of sources: renewable and non-renewable 

Renewable sources of energy 

Renewable sources of energy are those that are never-ending. Solar energy, wind 
energy, and hydro energy (energy from water) are some examples of renewable 
sources of energy. 

Benefits of solar energy 

Solar energy is very helpful. Some of the benefits of solar energy are given here 
Sunlight is free. 

It is easily available. 

It will last forever (it is renewable). 

It is environment-friendly. 


Fig. 7.13 Changing the text case 
















































Bullets and Numbers 


Asmita's father now tells her that she can present the information as a list also. He 
further adds that there are two types of lists—bulleted and numbered. 

Bulleted lists are created when you do not want to show the list of items in a specific 
order, whereas numbered lists are created when you need to show list items in a 
specific order. 

Asmita follows these steps as told by her father to format the document. 

1. She selects the text and clicks on the Bullets i= t drop-down arrow. The bullets 


button is found in the Paragraph group of the Home tab. 

2. A menu with some types of bullet options appears. 


■ 


Recently Used Bullets 


Bullet Library 


I#® . |1T 
000 


Document Bullets 


00 • 0 


«♦; Change List Level 


Define New Bullet... 


Fig. 7.14 Bullets drop-down menu 


3. When she hovers over the type of bullet, the live preview is shown in the text. She 
then selects the desired bullet. 

Types of sources of energy 

We get energy from two types of sources— 

• Renewable 

* Non-renewable| 

Renewable sources of energy 

Renewable sources of energy are those that are never-ending Solar energy, wind 
energy, and hydro energy (energy from water) are some examples of renewable 
sources of energy 

Benefits of solar energy 

Solar energy is very helpful. Some of the benefits of solar energy are given here. 

Sunlight is free. 

It is easily available. 

It will last forever (it is renewable). 

It is environment-friendly. 
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Fig. 7.15 Applying bullets on the text 





























Asmita has mentioned the benefits of solar energy. Her father tells her that these would 
look better as a numbered list. Her father asks her to follow these steps. 

1. Select the text that you want to format. 

2. Click on the Numbering drop-down arrow. The Numbering Library opens. 

3. It shows different types of numbering formats. 

4. Choose the desired format. 

After following the steps, her document looks as shown below. 


Types of sources of energy 

We get energy from two types of sources— 

* Renewable 

* Non-renewable 

Renewable sources of energy 

Renewable sources of energy are those that are never-ending. Solar energy, wind 
energy, and hydro energy (energy from water) are some examples of renewable 
sources of energy 

Benefits of solar energy 

Solar energy is very helpful. Some of the benefits of solar energy are given here. 

1 Sunlight is free. 

2. It is easily available. 

3. It will last forever (it is renewable). 

4 It is environment-friendly. 


Fig. 7.16 Applying numbering on the text 


Asmita's father tells her that she can even create a new bullet 
and numbering style. She excitedly asks, 'How is it possible, 
Papa?' He tells Asmita the following steps. 

1. Click on the Bullets drop-down command and select the 

Define New Bullet option. 

2. The Define New Bullet dialogue box opens. 

3. It shows three tabs— Symbol, Picture, and Font. 

4. When you click on the Symbol tab, the 

Symbol dialogue box opens.You can choose a symbol from 
the box. 


Define New Bullet ? X 

Bullet character 

| Symbol... | | Picture... | Font... 
Alignment: 

[left 


Preview 



Fig. 7.17 Define New 
Bullet dialogue box 




































Fig. 7.18 Symbol dialogue box 

5. When you click on the Picture tab, the Insert Picture dialogue box opens. 


QH Insert Picture 

f m > This PC » Pictures ) 
Organize —' New folder 


C) Search Pictures 


fi 

-me 




Did You Know? 

When you select 
some text, a small 
toolbar appears over 
the text. This toolbar 
is called a mini 
toolbar. It contains 
some basic formatting 
commands. 

Fig. 7.19 Insert Picture dialogue box 
You can use a picture as a bullet. 

6. The Font tab is used to adjust the font settings. 

Asmita has now changed the bullets and the numbering style in her document. 


ta» 

CJ 

elephant 

Superb_Best_Tho 

ught_on_Travel_ 

HD.Desktop.Wal 

Ipaper 

v- All Pictures 


; ▼ | Open 

M Cancel 


Types of sources of energy 

We get energy from two types of sources— 

«« Renewable 
^ Non-renewable 

Renewable sources of energy 

Renewable sources of energy are those that are never-ending. Solar energy, wind 
energy, and hydro energy (energy from water) are some examples of renewable 
sources of energy. 

Benefits of solar energy 

Solar energy is very helpful. Some of the benefits of solar energy are given here 

1. Sunlight is free. 

2. It is easily available. 

3. It will last forever (it is renewable). 

4. It is environment-friendly. 
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Fig. 7.20 Using Picture as a bullet 





































































Format Painter 



Home 


While learning the formatting features, Asmita's father tells her that if she wants to 
apply the same formatting features to some portion of 
the text, she can copy the formatting features. 

Asmita says, 'Is it just like copy and paste commands 
are used, Papa?' 

He says, 'Yes! Let me just quickly explain it to you.' 

He then explains to her the following steps. 

1. Select the text from which you want to copy the formatting. 


Paste 


<Ks Cut 
IF[! Copy 


* Format Painter 
Clipboard 

Fig. 7.21 Format Painter command 


2. Click on the Format Painter command in the Clipboard group under the Home tab. 

3. The mouse pointer changes to a paintbrush icon. 

4. Click and drag the pointer over the text you want to format. 


Superscript and Subscript 


Asmita is curious to know about more features of MS Word. She asks her father about 
and 


commands. Her father tells her that the command 
the command x 1 is called superscript. 

Asmita asks, 'What are subscript and superscript, Papa?' 


is called subscript and 


He explains, 'The characters that are slightly below the normal text are called 
subscripts, and the characters that are slightly above the normal text are called 

superscripts.' 


He then asks her to follow the given steps. 

1. Select the text, number, or symbol you want to format as a superscript. 

2. Go to the Font group and select the Superscript command. 

3. The selected character will be changed to superscript. 

4. Select the Subscript command to format the text as subscript. 

Asmita formats the text as shown in the image given below. 

The numbers 1 st , 2 nd , 3 rd , 4 th ,.... are called 
ordinal numbers. We use these numbers 
to tell the position of things. 


Fig. 7.22 Superscript text 
















Font 


Formatting 

Highlighting 

Alignment 

V_ 




A set of characters, numbers, or symbols designed in a 
particular style with a given size 

Changing the appearance of the text in a document 
Adding a coloured background to the selected text 
A way of positioning the text along the left and right margins 
_/ 


Recap - 

• Formatting includes changing the font, font size, and font colour, and highlighting 
the text in a document. 

• You can make text appear in bold, italics, and underline to draw attention towards 
headings or other important information. 

• The Text Highlight Color command can be used to highlight the important text. 

• There are four ways to align the text—align left, align right, centre, and justify. 

• The case of the text can be changed using the Change Case options. 

• Format Painter lets you copy the formatting features from the selected text and 
apply to another portion of text in the document. 

• Bullets and numbers make the text easier to read and understand. 
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Exercise 


m 


A. Choose the correct options. 

1. Which of the following is a font Color button? 

b) A, 7 


a) 


14 


c) B 


d) u 


2. The characters that are slightly above the normal text are called 

a) subscripts. b) superscripts. c) power. d) symbols. 

3. The keyboard shortcut to underline a text is 

a) Shift + Ctrl + U. b) Ctrl + Alt + U. c) Ctrl + U. d) Alt + U. 

4. This type of alignment aligns the text equally between the right and left 
margins. 

a) Align Left b) Center c) Align Right d) Justify 

5. Which of the following does not belong to the Font group? 

a) Font size b) Bullets c) Subscripts d) Font colour 


B. Fill in the blanks. 

Ctrl + U Font Color Ctrl + I fonts Numbering 

1. _button is used to change the text colour. 

2. _is the keyboard shortcut to italicize the text. 

3. The characters displayed in a specific size and design used for typing the text 

are called_. 

4. To create a numbered list, click on the_button. 

5. The keyboard shortcut to underline the text is_. 


C. Write T for true or F for false. 


1. The Sentence case option capitalizes the first letter of the sentence. { 

2. You can change the font and font size using the same button. { 















3. By default, the font size in a Word document is 11. { 

4. The case of the text in a Word document can be changed using the { 
Change Case options. 

5. It is possible to use a picture as a bullet. { 


D. Answer the following questions. 

1. What is formatting? 

2. What is the difference between font and font size? 

3. How can you highlight text in Word? Write the steps. 

4. Mention the steps to add a bullet list. 

5. Why would you want to change the font? Are there fonts that have been 
created for specific tasks? 

Application-based Questions . 

1. Look at the image given below. Write the functions of the commands marked in the 
image. 



Font 


2. Neha created a Word document on 'Circulatory System' as shown below. 
Observe the image and do the following questions. 

a) Apply the same formatting as shown in the image. 

b) Find out in which group and tab can you find this command. 


Blood vessels that carry blood from the heart 
to other parts of the body are called arteries. 


They carry blood that is rich in oxygen, alls 
known as oxygenated blood. The pulmonary 


artery is the only artery that carries carbon 
dioxide-rich blood. 
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Lab Activity . 

1. Create a Word document and write about human-made and natural things with 
examples. Format the document as— 

a) Make the heading appear in upper case and centre-aligned. 

b) The colour of the heading should be dark blue. 

c) Set the font to Arial and font size to 12. You can set the font of the heading to 14. 

d) Write the examples as a bulleted list. 

2. Create a Word document on 'Different Means of Transport'. Format the document 
using the various features. Justify the text and save it on your computer. 

3. Make a list in Word and write some safety measures you should follow while using 
an electronic gadget. 

Project . 

1. Your friend has invited you to visit his garden. Write a thank-you note in Word, 
thanking him for inviting you. 

2. Create a document in Word on 'The Solar System'. Write one interesting fact about 
each planet of the solar system. Write the name of the planet in the upper case and 
make it centre-aligned. You may use different font colour for each planet's name. 

3. Junaid has been living in his neighbourhood for the past four years. He is very keen 
to know about the changes in his neighbourhood that took place over the years. 

He asks his grandparents, parents, and neighbours about the changes. Imagine that 
you are Junaid and you have gathered information about the changes that have 
happened over a period of 4-5 years. Now create a document in Word and write 
about those changes. Format the document using the various features. 

Explore More . 

• Get some newspapers, magazines, and journals. Find out the formatting features 
used. 

• Most of the formatting commands, such as font, font size, bold, italic, and underline, 
are found in the Font group of the Home tab. Explore some more commands found 
in the Font group and create a Word document writing about those commands. 


91 









Work Wisely . 

Go through newspapers, children magazines, and other printed materials. Observe how 
formatting has been done. 

Notes for the Teacher 


> Ask the children what poem or story they have just learnt in their English class. Ask 
them to write that in the Word and format that with the help of Font and Paragraph 
buttons. 
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Introduction to Scratch 



After going through this chapter, you 
able to— 

start Scratch; 

define the parts of the Scratch window; 
write a simple program in Scratch; 
save and open a Scratch project; and 
exit from Scratch. 



Danish has just finished watching an animated film, called Madagascar. It is the story of 
four animals who are good friends. He enjoyed the film and was fascinated by the way 
animals were talking in the film. 
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He draws a sketch of one of the animals in Tux Paint. 

'Can I make this animal move and talk like in the film Madagascar ?' he wonders. 
Let us find out. 


Danish is now sitting in his computer class. The computer teacher tells the class 
that animations can be created on computers. To create an animation, we need to 
give certain instructions to the computer. One simple way in which we can create an 
animation is by using an application software program called Scratch. Using Scratch, we 
can create interactive stories and games. 


The computer teacher introduces the class to Scratch. Let us find out what Danish 
learns and how he creates some interesting scripts using Scratch . 


Introduction to Scratch 

Scratch is a visual programming language. The language in 
which the instructions for a computer are written is called a 

programming language. 

Starting Scratch 

You can start Scratch as you start other programs using the 
Start button. Click on the Start button and then select the 
Scratch 2 option. 



Did You Know?! 

Scratch was 
developed by a 
Kindergarten group 
at Massachusetts 
Institute of 
Technology (MIT). 

The group was led by 
Mitchel Resnick. 


[Type here to search 
Fig. 8.1 Starting Scratch 


Quick Tip 

You can also open Scratch by 
double-clicking on the Scratch 
icon on the desktop. The 
Scratch editor interface wil 
appear. 


Scratch Window 

Now Danish has opened Scratch by following the above steps. The Scratch Editor 
opens on the screen. Let us now learn about all the components of this window. 
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Menu bar 



Stage 


Scripts area 


Sprites pane 


Blocks palette 


Fig. 8.2 The Scratch window 


Menu Bar 


The Menu bar is located at the top of the window. It 
shows the commands related to the project you create in 
Scratch. 


E33S23 


Fig. 8.3 Menu Bar 


Stage 


Quick Tip 

When you click on the 
Scratch logo on the 
menu bar, it will take 
you to the home page 
of the Scratch website. 


Stage is the area where you 

preview the project. It shows an 

... , r i • Stage button 

orange cat. It is the default sprite. 

A sprite is a graphic element that 
performs different functions based 
on the commands. You can move, 
resize, or make it play sound. 

The horizontal bar above the stage 
has the following three icons. 



Fig. 8.4 Stage Area 


Red button 
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Stage button —It lets you switch between the default stage window and the full-screen 


mode. 

Green flag —It is present on the right and is used to run the scripts in the project. A 
script is a sequence of instructions that are given to the sprite. A script is also known as 
a program. 

Red button —It is used to stop a script. 


Sprites Pane 


New sprite' $ / -ftl & 


Sprites 


The Sprites pane shows thumbnails of 
all the sprites added to the project. To 
select a sprite, click on the sprite in the 
sprites list. The letter 'i' on the top left 
of a sprite can be clicked on to view the 
information about the sprite. 



i icon 


jy- Sprites list 


Fig. 8.5 Sprites List 


Scripts tab -> Scri P te 


Scripts Tab 

The Scripts tab opens the Blocks palette. It contains 
different fragments (blocks) of code. Blocks are the 
coloured pieces that you move around to make 
Scratch scripts. 


Scripts Costumes Sounds 


| Motion 


Events 

Control 

Sensing 


Blocks palette 


| Pen 
| Data 


Operators 
More Blocks 


Hell ° !Eg2 ' 


Commands 



Fig. 8.6 Scripts tab 


Scripts Area 


The Scripts area is where all the scripts are created. The blocks from the Blocks palette 
are dragged into the Scripts area to create scripts. To run a block, click on it. 

Costumes Tab 


The Costumes tab lets you change the appearance of a sprite. It also allows you to 


change the size of the sprite and the direction it faces. 

Sounds Tab 

The Sounds tab lets you add sound to a sprite. Click on the sprite and then click on the 
Sounds tab. It displays various options to add sound. 





















Creating Simple Scripts 

Danish is now aware of all the terms and the components used in the Scratch. He wants 
to move the sprite. Let us help him to do so. 


Moving a Sprite 

The move block is used to move a sprite. 

1. Select the Motion group of blocks from the 
Scripts tab. 

2. Drag and drop the block into the 

Scripts area. In this block, we need to specify 
the number of steps by which the sprite should 
move. The default value is 10 steps. 



3. Click on the block to run the script. The cat will move forward by 10 steps. 

4. Change the number of steps to 100. 

5. Again click on the block. The cat will now move forward by 100 steps. 



Fig. 8.7 Using a Motion block 


Danish is quite happy as he can move 
the sprite in the forward direction. But 
how can he move it backwards? 

The answer to this question is that a 
negative value can be entered to move 
the sprite in the opposite direction. 


Quick Tip 

To remove a block from the script, 
you can simply drag a block from the 
script and drop it back in the toolbox 
area or right-click on the block and 
select the delete option. 
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Changing the Direction of a Sprite 

Danish now observes some more blocks present 


below the 


degrees 


block. He drags the 


block and places it below the 


mwe * 1 * 1*9 steps 


block. He changes the value 

from 15 to 50 and clicks on the block. 

The sprite turns 50 degrees anticlockwise. 


Quick Learn 

Open a new Scratch project. 
Drag the 

block into the Scripts area. 
Change the value to 180. Now 
observe the output. 




Fig. 8.8 Rotating the sprite 


Drawing on the Stage 

Danish now wants to make the sprite move by drawing a line behind it. Let us write 
some scripts to draw on the stage. You can draw on the stage using the pen down 
block under the Pen group. 

Example 1: To draw a horizontal line 

1. Drag the block PjjffWWfrom the Pen group into the Scripts area. 


10 J 


block into the Scripts area. Plug it 


2. From the Motion group, drag the 

into the block. 

3. Change the steps in the move block to 100. 

4. Click on the blocks to run the script. A horizontal line is drawn on the stage. 
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Fig. 8.9 Drawing a Horizontal Line 

Example 2: To draw a square 



Quick Learn 

Make the sprite draw a 
vertical line on the stage. 



1. Drag the block from the Pen group. 

2. Select the Motion group and drag the block. Plug it into the 

block. Change the steps in the move block to 100. 


3. Drag the block and plug it into the 

Change the angle of rotation to 90°. 

4. Drag the block and plug it into the 

the steps in the move block to 100. 

5. Drag the 

Change the angle of rotation to 90°. 

6. Drag the block and plug it into 

the block. Change the steps 

in the move block to 100. 


move * 1*1*1 steps 


block. 


90 


degrees 


block. Change 


15 


degrees 

block and plug it into the 

F 

move 

[iooj 

steps 


block. 


7. Drag the 
into the 


15 ] 


100 j 


block and plug it 
block. Change the 



- □ >c 



angle of rotation to 90°. 


Fig. 8.10 Drawing a Square 


































8. Drag the 


.10J 


block and plug it into the 


90 




block. Change 


the steps in the move block to 100. 

Click on the blocks. A square will be drawn on the stage. 


The Repeat Block 

Adding the same blocks again and again is time-consuming. To perform a command 
over and over again, the repeat block is used. It is found under the Control group. 

The code to be repeated is enclosed inside the Repeat block. You have to specify the 
number of times the code needs to be repeated. Let us create a simple script that uses 
the Repeat block. 

Example 3: To rotate the sprite using the repeat command 

1. From the Motion group, drag the block into the Scripts area. 


2. From the Control group, drag the 


degrees 



block and drop it over the 


block. Fix the number of repetitions to 50. 

3. Click on the blocks. You will see that the sprite rotates around itself. 



Fig. 8.11 Rotating the sprite using the repeat block 

Example 4: To draw a square using the repeat command 

1. From the Pen group, drag the block into the Script area. 

2. From the Motion group, drag the block and plug it into the 

block. Change the number of steps to 100. 




100 























3. Drag the 
Change the angle of rotation to 90°. 

4. From the Control group, drag the 


block and plug it into the 


lOOj 


block. 



block and drop it over the set of the 


above blocks. Fix the number of repetitions to 4. 

5. Click on the blocks. A square will be drawn on the stage. 



Fig. 8.12 Drawing a square using the repeat block 


After going through the example, Danish asks his teacher, 'Why have we put 4 in the 
Repeat command, Ma'am?' 

'We wanted to draw a square which has four sides. So, we wanted to repeat the 
instruction in the Repeat block four times,' replies the teacher. 

Now the teacher asks the students to practise the concept of the Repeat block by 
writing some more examples. 

'How can we change the colour of the pen, Ma'am?' asks Dheeraj. 'Let us look at an 
example to change the pen colour,' says the teacher. 

Example 5: To change the pen colour 


1. Select the sprite you want to move and click on the Events group. 


2. Move the 



block into the Scripts area. 


3. Click on the Pen block and drag the 


block. 


4. Drag and place the block 
clicking in the coloured square. 

5. Again click on the Motion block and select the 
value to 100. 


under it and change the colour by 

I block and change the 


10 J 
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6. Now add the 




block, change the colour and add the 


block. 

7. Change the steps of the 


j block and run the script to see the output. 


Saving a Project 

Now Danish has learnt a lot of things. He wants to save his work. He follows the steps 
given below to save his work. 

He clicks on the File menu and then selects the Save 
option. 

• The Save Project dialogue box opens. He then types in 
the name of the project and clicks on Save. 

• The project is saved with a .sb2 extension. 


Did You Know? 

In the earlier versions 
of Scratch, the 
projects were saved 
with a .sb extension. 



Opening a Project 

Danish wants to open the project saved by him. 
He clicks on the File menu. He then selects the 
Open option. The Open Project dialogue box 
appears. He locates his file and clicks on Open. 
The selected file opens. 




Sprite 

Stage 

Blocks 


Script 

_ 




A graphic element in Scratch that performs various functions 

The area where you run the program codes 

The coloured pieces that we move around to make Scratch 
programs 

A group of connected blocks that does its function when you 
double-click on it 

__ J 
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Recap - 

• Scratch is a simple programming language that can be used to teach 
programming. 

• The main component of the Scratch interface is sprite. It is a graphic element that 
is used to create an animation. 

• The Scratch screen is divided into four parts—Sprite stage, Sprite selection and 
creation, Sprite editor, and Sprite tool box. 

• We move around blocks to make Scratch programs. A group of connected blocks 
forms a script. 

• There are ten categories of blocks—Motion, Looks, Sound, Pen, Data, Events, 
Control, Sensing, Operators, and More Blocks. 

• To create an animation, we just need to drag and drop the code blocks into the 
Sprite Editor. 

• The Scratch files are saved as Projects with ,sb2 file extension. 


Exercise 



A. Choose the correct options. 

1. Which part of the Scratch window allows you to preview the project? 

a) Scripts area b) Stage c) Sprites area d) Block palette 

2. Which button lets you switch between the default stage window and full-screen 
mode? 

a) Green flag b) Red button c) Stage button 

3. Which menu will you click on to create a new project? 

a) Edit b) File c) Tips 

4. Which block helps the sprite to add and subtract numbers? 

a) Operators b) Sensing c) Control 

5. Which tab opens the Blocks palette? 

a) Sounds b) Costumes c) Scripts d) Stage 


d) Sprites list 
d) About 
d) Events 
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B. Fill in the blanks. 


1. The_flag is used to run a script. 

2. The_area shows the preview of the project. 

3. The repeat command is found under the_block. 

4. The Scratch projects are saved with a_extension. 

5. The_block is used to draw a line. 

C. Write T for true or F for false. 

1. Scratch is a visual programming language. 

2. A sprite is a graphic element in Scratch, which is an orange cat by default. { 

3. The Red flag is used to run a script. { 

4. Sprites are a set of commands that are dragged into the Scripts area to { 
create scripts. 

5. A script is a Scratch character that is used to create an animation. { 

D. Answer the following questions. 

1. What is the use of the Repeat block? 

2. What is a sprite? 

3. Write a script to draw a rectangle. 

4. What are blocks? 

5. How does a 'repeat' loop work? How is this useful? 


Application-based Questions 


1. Which block will you use to change the size of the sprite by the given value? What 
will happen if you specify a negative number. 


2. Observe the image given alongside. What will be the output of the 
script? Modify the program to get a straight line. 






















3. Samaria wants to draw a rectangle with the opposite sides of the 
same colour. Given alongside is the script written by her, which does 
not produce the desired output. Help her in correcting the code. 



Lab Activity . 

1. Create an animation where it turns 60 degrees and then starts moving 30 steps. 


2. Create a Scratch project and make the cat move around and produce a different 


sound every time it moves 100 steps. 

3. Create an animation of a cat where it moves 50 steps forward and turn to 90 
degrees. Then it should come back to its original position after turning around the 
stage in a square. 

4. Write a script to draw a kite. 

Project . 

1. Write a script to draw a square with a different colour of each side. 

2. Write a script to draw a triangle. 

3. Draw the shapes you will get after running the following scripts. 


b) 


a) 




Explore More 


Explore the different categories of the blocks. 

Notes for the Teacher 


> Students should be given enough time to practise. 

> Explain the different features of Scratch with examples of projects already developed. 
















Worksheet 1 


A. Choose the correct options. 


1 . 

2 . 

3. 


Which of the following is a system software? 

a) Linux b) Tux Paint c) Scratch d)Word 

Which of the following tools is used to draw a sticker in Tux Paint? 
a) Shapes b)Text c) Paint d) Stamp 

Which of the following buttons aligns the content with the right margin? 



4. Which of the following is a not a hardware unit? 

a) Motherboard b) Keyboard c) Tux Paint d)CPU 

5. Which of the following keyboard shortcuts is used to undo a command? 

a) Ctrl + S b) Ctrl + X d) Ctrl + Z d)Ctrl+Y 


B. Fill in the blanks. 

1. A sequence of actions followed by a computer to get started is called_. 

2. A long horizontal bar at the bottom of the desktop window is called_. 

3. The file extension of a Scratch project is_. 

4. The Bullets and Numbering commands are present on the_tab. 

5. A graphic element that performs different functions based on the commands in Scratch 

is called a_ . 


C. Write the keyboard shortcuts for the following commands. 

1. To copy text in Word 

2. To paste an object in Paint 

3. To select one character to the left 

4. To underline the text 

5. To print a document 























D. Answer the following questions. 

1. What is processing? 

2. Name any three storage devices. 

3. Define the term IPO. 

4. Write a script to draw a rectangle. 

5. Write the differences between system software and application software. 
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Worksheet 2 


A. Sort the following items as hardware and software. 

Mouse, Tux Paint, WordPad, CPU, Microphone, Scanner, Paint, Graphics tablet 


B. Write True or False. 

1. The Quit tool is used to exit from Tux window. 

2. The Rotate command is used to skew a drawing. 

3. A trackball is an input device. 

4. The repeat block is used to repeat a command. 

5. The Word file is saved with a .docx extension by default. 

C. Define the following terms. 

1. Booting 2. Icon 3. Wallpaper 

4. Application software 5. Hardware 


D. 


Observe the image given below and mark the commands used to do the 
given tasks. 


Calibri [Body) 
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A A 


B I U ~ afee x 2 x 2 


Aa - 

A- 


Font 




Tasks: 

1. Underline the text 
3. Change the font size 
5. Change the font colour 


2. Capitalize the text 
4. Highlight the text 
















